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...its a delight to use 


...a new kind of electric typewriter 


Here are the five chief advantages of the 
new Roval Electric. Check them against 
what you and your boss would like your 
present machine to do for you. 
Speed-flo Keyboard. Race through “The 
quick brown fox jumped over the lazy dog” 
or any speed sentence. Or, start copying a 
complicated law brief. 

Immediately, you'll discover that here is 
a lighter, smoother, faster touch than 
found on any electric typewriter yet de- 
signed. Your Royal Representative will 
show you the seven major keyboard im- 
provements that do it. 
Repeat Keys. Try them once and you'll 
say, “This is really living on a typewriter.”’ 


Automatically underscore all across the 


Worlds largest manufacturer of typewriters... CYA 


page ... or make hyphens. . . or space 
backwards and for yards over and over 

just by holding down the appropriate 
repeat key 

You can't repeat too much or make a 
» because on Royal Electric these 
repeat keys are independent of the regular 
keys. They were engineered that way for 
you. A Royal Electric exclusive! 
Instant Space-Up Key. Ever been in the 
middle of a line and wanted to space up 
without reaching for the carriage knobs? 
The commonest situation is “Yours truly”’ 
with the writer’s name below 

All you do on the new Royal Electric is 
to press the Instant Space-Up Key and 
click up as many spaces as you like. What 


could be easier? It’s like rolling off a log. 


Copy Control. Carbons that look like a 
very shaggy dog turn up in every office. 
Lady, relax! Sparkling carbons now are 
your meat with this major improvement. 
Just have the Royal Representative show 
it to you. 


Quiet Carriage Return Mechanism. Time 
was when the carriage came bouncing back 
with a jolt that would jar your back teeth. 
But not any more! Royal's new Carriage 
Return Mechanism is the quietest, smooth- 
est, and fastest in the field. 

The new Royal Electric comes in a 
variety of attractive colors. Lady, these 
typewriters are lovely to look at .. . lovely 
to use. Ask for a demonstration. 
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1. OUT GUIDE 


[_} Sign to hang on door 
(-] To control correspondence 
[} Umpires record 


8 
ra 


3. MISCELLANEOUS FOLDERS 


(_] Containers for infrequent correspondence 
[_} An assortment of Travel Guides 


(_} Several knife-like instruments used for folding 


papers. 








THE OUT GUIDE centralizes the 
‘iling system. The Guide permits a 
written record showing the last per- 
ion taking correspondence from the 
‘ile drawer. It is withdrawn when the 
‘ile is returned to its proper place. 


2. FILEBINDERS are made especially 
‘or filing important correspondence. 
They are equipped with metal fasten- 
rs which permit the “Binding-in’’ of 
dapers for security and orderliness. 
atest papers can be added at the 
dottom, thus maintaining ‘“Bookwise” 
feading sequence. 


3. MISCELLANEOUS FOLDERS are for 
use in filing all occasional letters not 
of sufficient quantity to justify in- 
dividual name folders. A Miscellaneous 
folder must be used for each alpha- 
betical subdivision. They are also used 
as the index in the transfer files. 


4. SMEAD'S TELL-I-VISION SYSTEM is 
1. Easy to learn 
2. Speedy to operate 


3. Flexible and “it grows as needed” 
That is why it is the ideal filing 
system for businesses small or large. 


THE Seed MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA #¢ LOGAN, OHIO 
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FILEBINDER 


[_] Rubber Band used by toolmakers 
[ }] Metal strap around a file drawer 
[_} Containers for important correspondence 
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4. SMEAD’S 
TELL-1-VISION SYSTEM 


REG U s PAT OFFICE 

C) Rules for watching programs 

() Business’s way of filing and finding corre- 
spondence. 


C) A method of narrating dreams. 


t THE SMEAD MANUFACTURING CO.,INC .t 


HASTINGS, MINNESOTA 





Please send us without charge a sample of your 
Out guide (), Miscellaneous folder (1), Filebinder (1, 
Literature on Smead’s Tell-I-Vision system (_) 
NAME ee ee 
ADDRESS Se eens Ae 
CITY ZONE STATE 
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HRISTMAS, the season of joy and 

hope, again brings its message of 
peace and good will to all. We on the 
staff of TS send you our merriest greet- 
ings and hope that this will be the best 
of all Christmases for you. May your 
heart overflow with happiness, like a 
good child’s Christmas stocking. 

Just to help you get into the spirit ‘of 
things, artist Vito Fiorenza did an espe- 
cially Christmasy cover for us. The de- 
sign was inspired by our model's pretty 
Glentex scarf. 


Photo Finish 


AuTHorR Manion Noyes tells us that 
Jack Zwilliger, the photographer who 
took the pictures for our Howdy Doody 
story, is at least a genius. It seems that 
the day they were to take pictures, Clara- 
bell had been unable to arrive on the set 
until just before the show. Somebody 
yelled, “Two minutes to air time—get off 
the floor!” Clarabell walked in. 

Huge TV cameras that had been turned 
off so they wouldn't interfere with our 
pictures had to be turned on to warm up. 
With 45 seconds to go, and no desire to 
be caught by the cameras, Mr. Z., Marion 
Noyes, and Howdy’s secretary, got their 
pictures and crawled off the set like 
Hollywood Indians ambushing a wagon 
train. You ll see examples of some of the 
fastest photography on record on page 9. 


Annual Excitement 


Every YEAR about this time the Gregg 
Awards Department begins to hum, and 
an air of suppressed excitement hovers 
over the TS staff. For we are as excited 
about the opening of the Annual Inter- 
national OGA Contest as the thousands 
of students, secretaries, teachers, and 
shorthand reporters who enter the Con 
test. To us, this contest is a high point in 
the year. 

Each OGA Contest brings its quota of 
dramatic and exciting stories. Winners 
write us of new jobs at newsy salaries, 
unexpected promotions, even new friend- 
ships that seem to come to OGA winners 
along with their prizes. They write of the 
reams of paper they used in practice, the 
hours of effort put in to achieve that 
final Contest copy, the attack of stage 
fright that comes when the mail bor 
swallows up their entry and it’s too late 
to call it back. They always say that thé) 
never dreamed they would actually wi 
—but they “do! You can too. 

For all the details of this year's Co® 
test, see pages 40 and 41. 
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How PANAMA BEAVER 


“Vision Engineering 
combats fatigue that cuts production 


White paper on a dark desk. . . black print on white 
paper... reflected glare: these are the “optic 
ogres” that reduce efficiency as much as 25% in 
some offices . . . tire employees . . . slow production. 


And it costs you plenty! 


PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 
are ‘‘vision engineered" for greater efficiency. For 
example, new EYE-SAVER Uni-Masters for spirit du- 
plicating now come in soft, eye-soothing jacket color 


f) Fae A 
PANAMA-BEAVER 
GObHE ” Ai 


“ Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., 
19 Rector Street, New York 6, N. Y. 


tints on special no-glare paper. Typing stands out, 
never strikes back! (You still get the same brilliant 
copies in the same remarkable numbers!) 


And you'll find the same scientific ‘‘vision engineer- 
Ing” in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 


Check into PANAMA-BEAVER “‘vision engineering" 


before you place your next order. It will pay you 
vastly! 
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FABER-CHSTELL 





PENCIL CO, INC., NEWARK 3, N. J. 









THE CASE 
OF THE 


TOO-BUSY BOSS 


BY 


TO MATTER how early Sara 
N Henderson arrived for work, 
\Ir. Bedell was always at his desk. 
No matter how late she staved after 
hours. he was always later. She 
didn't stay after hours often, for the 
simple reason that she didn’t have 
enough to do to keep her overtime 
—scarcely enough to keep her busy 
during regular hours. 

If Mr. Bedell only had enough 
confidence in her to give her more 
work! Half the time she would be 
twiddling her thumbs on the job if 
she were a thumb twiddler. 

Mr. Bedell, on the other hand, 
was so busy that she did not see 
how he could keep up the pace 
much longer. He saw everyone who 
wanted to see him. He answered all 
telephone calls himself (no screen- 
He handled all the 
the mail, down to the last circular. 
He even called the men together for 
a conference. In fact, she was be- 
ginning to wonder why she had 
ever been hired. Perhaps she should 
have been suspicious when an out- 
sider was hired for the job; promo- 
tions are usually made from within 
the organization. Couid it be that 
no one wanted the job? 


ing for him ) 


IN SARA’S PREVIOUS JOB, her em- 
plover had given her a great deal 
of responsibility—she and her boss 
had been a team. And Mr. Bedell 
had told her when he hired her that 
he wanted a person with her experi- 
ence, who could take some of the 
work off his shoulders. Yet, she had 
been with Mr. Bedell about three 
months, and she was not doing any- 
thing more to help him now than 
she had the first week. When she 
had suggested several times that she 
could handle certain jobs for him, 
his answer was always the same, 
“In time, in time.” 

It was odd, she thought, how 
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STRONY 


difficult it had become to talk with 
Mr. Bedell. When he interviewed 
her for the job, Sara had received 
the impression that he was a man 
who was easy to know and talk to. 
She had felt that she was lucky to 
work for such a pleasant fellow. But 
nowadays he was so busy—often 
with work she could do quite eas- 
ily—that he rarely spoke except in 
monosyvllables. 

When she tried to approach him 
to discuss her dissatisfaction with 
the job, he seemed so irritated with 
her interruptions that she felt re- 


buffed. 


THE SITUATION WAS FRUSTRATING. 
Mr. Bedell was working himself in- 
to a nervous breakdown because 
he had too much to do, while she 
was rapidly working herself into a 
nervous frenzy because she had so 
little to do. She began to wonder 
why she'd ever taken the job. 

Sara had chosen the job for many 
reasons. The company had an ex- 
cellent reputation, and it was con- 
venient to her home. The job itself 
afforded a good. salary, pleasant 
surroundings, congenial 
up-to-date equipment. 
She had done considerable check- 
ing about the company betore tak- 
ing the job, but perhaps she had 
not checked enough on the “boss” 
for whom she was to work. 

She knew that unless Mr. Bedell 
gave her more than a clerk’s work, 
she would have to leave. Shed 
give it another three months. In the 
meantime, had she overlooked an 
approach that would induce Mr. 
Bedell to pass more work to her! 


compan- 
ions, and 


(If you were in Sara’s shoes, would you 
bring a good book to work and relax until 
Mr. Bedell had his nervous breakdown! 
Perhaps you have a more constructive 
plan. Compare your solution to Sara’s 0” 
page 48.) 
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Of course, knowing a rich, handsome young 
lawyer is about as much as any secretary needs 
to know about law! At least to get a start, 

that is. Then she has to know about the law 

in order to handle the lawyer. Seriously, 

the articles “Law for the Secretary,” which 
appeared in a national publication for secretaries, 
have been compiled into book form, revised, 
re-edited and indexed. You will find easy 

doses of the basic law on Contracts, 
Corporations, Wills, Partnerships, Real 

Estate and assorted and miscellaneous tid-bits. 
There are lots of illustrative cartoons, to use 
the term loosely. SECRETARY LAW will make 
a nice gift for anyone, especially you! 
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Friend of Yours... 
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Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


copies of SECRETARY 
LAW by Howard P. Reuter @ $2.75 per copy, 
postage prepaid. Payment enclosed in the amount 


Please send me 


Name 


Address 
City Zone State 


(Add 3c per copy if you live in Pennsylvania, to cover 
Pennsylvania State Sales Tax.) 


—————— 
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Here’s a Christmas, Gift Suggestion 
for You — or for that Secretary 


What should every good Secretary know about Law? 


wt 
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‘The office pet—the new Morris 
SAFE-T-SET 
safety feature, is “house-broken!” Tip 
it... tilt it... turn it upside down. 
It won't spill. It won’t leak. [t's Pud- 
dle-Proof!—can’t soil clothing. The 
SAFE-T-SET well is easy to fll— 
holds many months supply of ink. 


with our exclusive 


Choose the color and Morris hard-tip 
pen point you like most. The new 
puddle-proof SAFE-T-SET is manu- 
factured by the foremost name in the 
field of matched desk-top equipment 
—Morris. See your stationer or office 
supplier today. 


The leading makers of desk top equipment. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 
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ESSIE: Merry Christmas to you and 
7: from me and all the experts! 

We sincerely hope the joy and good 
will of the holiday season stays with you 
for all the coming year. 

Remember, our gifted experts are al- 
ways ready to make you a present of their 
specialized knowledge. So this is a good 
time to get rid of annoying little office 
problems and start the New Year right. 
Just send the problem to our experts . . . 

no, no, don’t send the boss! ) 

SPEAKING OF PROBLEMS AND BOSSES, 
this young man’s problem really is an 
absent-minded Mrs. Strony. He 
says, “Six weeks ago, I performed a volu- 
minous mailing job on a part-time basis, 
working on Saturday and Sunday to get 
the job done. I 
nearly 


boss, 


completely processed 
six thousand units of mail. This 
included addressing the envelopes, insert- 
ing two enclosures, 
and (finally) transporting the 
mailing to the post office. 


sealing, 
whole 


stamping, 





“A few days ago, I did a smaller mail- 
ing job for the same part-time employer, 
devoting my free Saturday and 
Sunday to the work. On previous occa- 
sions, this man has been at the office and 
paid me when the job was completed, or 
else he called me at my office during the 
week to ask me to come to see him and 
pick up my pay. However, he has not 
paid me for these last two jobs, nor has 
he called me. I am beginning to wonder 
how I can bring this oversight (and I 
hope it is an oversight) to his attention. 
Also, would you give me your opinion of 
the approximate value of this work, which 
was performed on Saturday and Sunday?” 

Strrony (secretarial practice): 1 am al- 
most certain that your employer has only 
forgotten to pay you; but, the longer you 
refrain from reminding him, the worse 
the situation may be. 

Depending on how well you know 
him, you might say something like this, 
“Mr. Employer, I know you'd like me to 
remind you that I haven't yet been paid 
for the last two jobs I did for you ( giv- 
ing dates). I have jotted down for you 


again 
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what each of those jobs consisted of.” 

In the future, why not prepare a bill 
at the time you complete a job like these 
and present it with the completed work? 
Then if you are not paid at the end of 
the month, you can send out the cus- 
tomary statement 

The fact that you did this work on 
Saturdays and Sundays does not mean 
that you should receive extra Compensa- 
tion for such part-time jobs. If your 
Saturday and Sunday work was done for 
your regular employer, then there is usu- 
ally time and a half or double time paid 
for it, but that is not so in your case. 

Charges for addressing envelopes or 
cards generally range from $8 to $10 a 
thousand; inserting, sealing, etc., from 
$1.25 to $1.50 an hour. 


@ Tessie: Mr. Zoubek, a student whos 
penmanship is exquisite writes that her 
shorthand class has a problem. “We wer 
in Lesson 3 of the “Gregg Transcription 
Simplified” and studying the word fam- 
ilies ending in quent. We noticed that 
all these words have the k-ending for 
quent, with the exception of one—delin- 
quent, which had the nk ending. We 
wonder why it does not follow the pat- 
tern of the other words ending in quent. 

ZouBek (shorthand): The word delin- 
quent was included with the family of 
words in Lesson 3 because the final went 
is omitted in it, just as it is in subsequent 
consequent, frequent, etc. In a sense, the 
k is written in the word delinquent—it is 
included in the -ngk stroke. As you know, 
the sound in that word is represented by 
a long, lowered stroke, as in the words 
length, sink, etc. 


, OZ ) 





e@ Tessie: Doctor Lloyd, a teacher # 
Missouri writes, “Since most of the type 
writers (pica type) in our school have? 
printing scale O—100, wouldn't it seel 
logical to use 50 as the centering poi! 
in teaching Beginning Typing?” 

Lioyp (typewriting): In my ow 
classes, I always used 50 as a centerinf 
point. I taught students how to adjust th 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
Typewriting 
Business Arithmetic 
Shorthand 


an eemeeeneen meas 


paper guide so that the middle of the 
pape! would come at 50. Then all the 
pica and clite students could work out 
margin stops and similar group problems 
uid get the same answers. Most teachers, 


Experts 





however, prefer to have the paper in- 
serted so that the left edge of the paper 
is exactly at zero on the margin scale; 
and, as a pica machine spaces 85 units 
«ross the standard sheet of paper, the 
iidpoint will come at 42% or (because 
paper is usually trimmed a little narrow ) 
at 42—which is what most textbooks sug- 
gest. But, if the paper guide is moved 
over so as to center the paper at 50, of 
course 50 can be used as the centering 
point, 





e Tessie: Mrs. Strony, a secretary in 
Chicago has written to ask help with a 
prob mn she has been debating for some 
tine. “L have been working as a sec retary 
lor four years. I am very fond of short- 

ind and office procedures. Now that I 
ave had some. secretarial experience, | 
have a desire to become a_ shorthand 
teacher, 

My only college work has been short- 
hand review courses. To complete my 
plan, I would have to work towards a 
ge degree beginning with the first 
year. Since | am twenty-eight years of 
ige, perhaps I would feel rather odd in a 
t young high school graduates. 

1 have considered attending school 
full time and securing a part-time posi- 
Hon to assist me with my tuition. Do you 
think that this would be a wise plan for 
the future, or should I continue working 
in the secretarial field?” 

STRONY I am so glad that you are 


onsid ' . ; 
msidering going on with your college 


work Oh, yes, at times you might feel 
just a little strange to be in a class with 
I8- 0; 19-year-olds, but that. will pass 
very quickly. I know because I did not 
receive my college degree until I was 
nearly thirty. Hundreds of my friends 
have had the same experience; and, be- 
Jeve me, we are all very happy that we 


(Continued on page 49) 








Get Dennison 
Addressing Labels 





at Stationers or write for free sample to 


Dennison Dept. 208, Framingham, Mass. 
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GO PLACES with Weldon RofSents Grnanann 


(Swiss National 
Travel Office 
photo ) 


SUPERB AS 
SWITZERLAND'S = 
MATTERHORN! 








The Swiss specify Wel- 
don Roberts Erasers, as 
do discriminating users 
the world over, to Cor- 
rect Mistakes In Any 
Language. 

Assure neatness, quali- 
ty. speed in your work 
by using Weldon Rob- 
erts Erasers for correct- 
ing mistakes in short- 
hand, handwriting and 
typing. Ask your of- 
fice manager or your 
Stationer 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 

World's Foremost Lrasers Specialists 
3900 TRI-PLY WHISK. Typists’ 
favorite. Weldon Roberts Eraser 
No. 399 with brush. Center ply 
seft gray ink eraser. Two outer 
layers red rubber for erasing 
peneil, 


aul 





Waldon Robes 
Eran 


Correct Mistakes in Any Language 
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@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appecrance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient 
typing. 

Designed so it will hold even a heavy 
book without tipping. Made of heavy gauge 
steel with soft grey finish. Size, 7” wide, 
9%” high, 5” base. So low in cost... you 


can afford one for every typist. 


ORDER NOW by mail if not available 
from your stationer. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Product 


720 S$. Dearborn Street Chicago 5, Illinois 
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Your WORKING-LEARNING kit 








for TOP PERFORMANCE 


In school or on the job . 


school or job investment by selecting just what you need 


REFERENCE 
MANUAL FOR 
STENOGRAPHERS 
AND TYPISTS 


—TEXT EDITION 
by Gavin and 
Hutchinson 

192 Pages. 

List, $1.20 





The popular multipurpose book ...@ thorough 
classroom teaching aid . a valuable re- 
fresher and reference. A complete, easy-to-use 
coverage of transcription style and English 
with review exercises and illustrative sentences. 
Presented in topical outline form. All the in- 
formation that makes the difference between 
“just getting by” and top secretarial perform- 


ance 


STANDARD HANDBOOK 


FOR SECRETARIES 
SIXTH EDITION 
by Hutchinson 
626 Pages. List, $3.25 


The complete handbook of facts, forms, prac- 
tices, and standards. This book is essential 
working equipment for every secretarial stu- 
dent and practicing secretary. 


TYPEWRITING FOR 


SPEED AND ACCURACY 


by Rowe 
128 Pages. List, $1.24 


The all-inclusive drill book with the cumulative 
previews . . . equally valuable to beginner or 
advanced typists. “. . . Just the way a typing 
book should be written,’ comments one teach- 
er, “Preview, practice, and more practice!’ 
You'll especially like its informative, job- 
knowledge practice material. 


MOST-USED SHORTHAND 
WORDS AND PHRASES 


by Gregg, Leslie, and Zoubek 
127 Pages. List, $.80 


In Gregg Shorthand Simplified 
business words ... 


3,669 
1,696 business phrases. 
Ninety per cent of all those used in business 
dictation. Each indexed to lesson and para- 
graph number in the Manuals. 


GREGG 
SHORTHAND 
DICTIONARY 
SIMPLIFIED 
by Gregg, 
Leslie, and 
Zoubek 


336 Pages. 
List, $2.60 





Authoritative, official . . . contains shorthand 
outlines for 26,098 Words (Part 1), 2,604 proper 
names and geographical expressions (Part 2), 
and abbreviations (Part 3). Three dictionaries 
in one! Every career-minded student should 
own a copy. Also available in purse-sized 
Miniature edition, list, $2.50. 


Order from your nearest 
Gregg office today— 


. now is the time to order the special 
Gregg books and supplies that will help you to make faster 
progress and to gain greater skill. Each, in a different way, is 
designed to meet a particular need. Get greater interest in your 





20,000 WORDS 

compiled by Leslie 

249 Pages. List, $1.12 
The pocket-size dictionary for transcribers that 
gives only the essentials . . 
division, and accenting. 


. spelling, word 


ETIQUETTE IN BUSINESS 
by Carney 
522 Pages. List, $3.75 


The complete guide to career conduct. Gives 
easy solutions to every social-business prob- 
lem, including writing tactful letters, speaking, 
travei, entertainment, and grooming. Film- 


strips are available 


HOW TO IMPROVE 


YOUR PERSONALITY 
SECOND EDITION 
by Newton and Nichols 
224 Pages. List, $3.00 


The new revision of the popular text thot 
offers the perfect balance between applied 
psychology and self-improvement. It is 6 
strict, self-motivation approach that uses real- 
istic and varied activities (questions, discus 
sion topics, self-evaluation tests) to keep inter- 
est at a peak. You'll enjoy its simple, “pain- 
less method ... and watch for quick results! 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


New York 36, 330 West 42nd Street 
Chicago 6, 111 North Canal Street 


San Francisco 4, 68 Post Street 
Dallas 2, 501 Elm Street 
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Pat Phillips is secretary to Howdy Doody— 


and. 


TODAY'S 
December 1954 SECRETARY 


BY MARION NOYES 


joseeeees 


YOME OF THE FESTIVITY of Christmas and the 
sJ) fantasy of fairyland are part of Pat Phillips’ job 
every day in the year. There are at least ninety-nine 
brightly shining lights in her ‘office; that is, in one of 





her offices. There are also a circus wagon, a yacht, and 
even a “hill and dale.” This is Doodyville, and here 
among the friends waiting for her are Buffalo Bob 
Smith, Clarabell, Chief Thunderthud, Dilly Dally— 
and, of course, Howdy Doody. 

Pat started to work as a cue-card girl for the Howdy 
Doody show, but now she’s Bob Smith’s secretary. She 
didnt plan it that way. Just when Howdy Doody was 
making his debut, Pat was about to turn her back on 
show business, It wasn't for lack of interest, All her 
spare time in high school in Milwaukee had been spent 


Dictatio Il in in radio, but Pat’s ambition was to become a doctor. 


Some of Pat’s high school courses were secretarial 
because she wanted to go to her medical studies ready 
to take copious notes and type them efficiently. She 


Doodyville was about to begin her premedical course when the 


of course. 


University of Denver, in recognition of her outstand- 
ing work in extracurricular activities, offered her a 
scholarship in radio. Pat's first impulse was to decline 
with thanks, but her parents urged her to give thought- 
to Buffalo Bob Smith ful consideration to an opportunity in a field where 


Pat and Clarabell entertain the audience of children in the Peanut Gallery before showtime. 




























































Pat and Howdy Doody are cooking up something very 
special for Buffalo Bob Smith’s Christmas present. Pat 
helps out with the wrapping because she says Howdy has 
a little trouble making the bows. 


\ quick switch from steno notebook and pen to script 
and stop watch makes Pat ready to help cue her boss 
during a rehearsal for the Bob Smith Show. Pat has 
recently been made associate producer of this show. 
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she had shown natural interest and ability. She de- 
cided to give it a try; thus the road from Wisconsin to 
New York led through Colorado, 

Once having made a decision to tackle a job, Pat 
holds to the creed she has followed since she was a 
little girl. She believes that. if anything is worth doing 
at all, it is worth doing well. 

She found someone else at Denver who felt as she 
did about bringing a kind of enthusiastic perfectionism 
to his work. So she and a fellow-student. Al, spent 
every free moment on a project of their own. They 
became avid listeners to all local police calls on the 
radio and would race to the scene of the activity, “al- 
most like ambulance chasers.” But they weren't there 
because of Pat's medical inclinations, nor were all 
the calls concerned with accidents. They went to ev- 
ery newsworthy event, armed with motion-picture 
camera and notebook. They made hundreds of films 
and learned to edit them and write the commentary. § 
In those davs there was no television in Denver, but 
that made little difference to them. With real foresight, 
they were building their foundation in TV techniques. 

Pat proved herself worthy of her scholarships in 
many ways. She became the first undergraduate and 
first girl ever to be made program director of the 
University of Denver radio station, a position always 
before held by a male graduate student. Her honors 
were many; but, most important, Pat learned that she 
wanted a place in professional radio and _ television. 
She chose New York as one of the most important 
centers where production would be at its best 

For several weeks after coming East. she dressed 


carefully every morning and went job-hunting; but 








Howdy is Pat’s favorite. but she must also give a special 
kind of affection to Dilly Dally because “Dilly is a pathetie 
little character and needs it even more than Howdy, whe 


is a sensible little boy.” 





Photos by Jack Zwilliget 
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secretarial jobs are not easy to find in television and 
radio. She found only closed doors or doors open just 
wide enough to hear the advice, “Go back where you 
came from and get more experience.” But a girl who 
believes in doing a job thoroughly is never one to give 
up easily, and finally a friend told her of a part-time 
opening on the Howdy Doody show. 

This was it! She got her interview with Bob Smith, 
who looked into her determined blue-green eyes and 
then chuckled, “Let’s give her a chance.” 

He chuckles again when he recalls the first day she 
came to work. Pat had remembered the radio appara- 
tus in Denver. She thought of the crowded confusion 
of extra television equipment, props being shuttled 
back and forth, and especially camera cables sprawled 
across the floor. Imagining a network broadcast, she 
multiplied these several times and then reported for 
work—to the amazement of everyone in the studio—in 
what she thought would be the most professional and 
practical way, clad in blue jeans! 

Pat worked with her usual care, never late for a 
rehearsal, never missing the moment when the cue 
cards should be shown. Bob Smith and the cast quickly 
learned to appreciate her dependability. 

She surprised them at vacation time. The film editor 
of the Howdy Doody Specials (children’s newsreels 
and Old-Time Movie spots ) was due for a vacation, but 
Howdy wasnt. Neither was Buffalo Bob. Howdy 
Doody fans, who wait in front of more than five mil- 
lion TV sets every evening, must never be disap- 
pointed. 

Pat eagerly offered a suggestion. Would they let 
her edit the films during the vacation period? They 





As the new associate producer, Pat sits in the control booth 
tensely watching the Bob Smith Show. Her new duties are 
all part of the same job—just a little more added to it,” 


) ’ 
at modestly explains. 
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let her try. and Pat made good. For three weeks she 
was film editor and pretended that the title was really 
hers; but, at the end of that time, she went back to her 
cue cards with the grace of someone glad to be work- 
ing with people she has grown to admire and love. 

Then a golden opportunity came her way. The girl 
who had been Bob Smith’s secretary—and Howdy 
Doody’s—resigned; and, according to Bob Smith, 
Howdy’s recommendation for her replacement was 
Pat Phillips. She was ready, with the secretarial skills 
she had acquired in high school and used ever since. 

When Pat became secretary to Bob Smith and 
Howdy Doody, she acquired another office. This one, 
in contrast to the big broadcasting studio with the 
color and excitement of costumes, sets, mikes, and 
hot overhead lights, is quietly efficient—air-conditioned 
and high above the NBC Studios in Radio City. Bob 
Smith dictates most of the letters that Pat types be- 
cause, of course, he is Howdy’s voice, but Howdy is 
very much present in the big framed picture on one 
of the green walls. 

“Being Bob Smith’s secretary is one of the most 
unique secretarial positions a girl could dream of,” 
Pat says, with the kind of enthusiasm that marks every 
successful secretary. She is tall and slim, and smiles 
broadly when she speaks; and beneath long eyelashes 
her eyes are quick to twinkle. 

“One of my biggest jobs is to protect Bob Smith 
from his own friendliness and generosity,” she says. 
“Everyone is his friend, and he likes to keep his friends 
happy. | try to help him do that as much as I can; and 
of course that’s fun for me, too.” 


Every week more than two (Continued on page 50) 





Buffalo Bob pauses to listen to a com- 
plaint ‘from Phineas T, Bluster, one of 
Howdy’s Doodyville friends. 
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BY 
MARIE M. 
STEWART 


Don t become 
a problem 


to your dictator 


Do you do 


a Deep Freeze on Cold Notes? 


A‘ SECRETARIAL CONSULTANT here at 
Harkins, | hear so many girls complain of “cold” 
notes that I often wonder whether they have a deep 
freeze in their pretty heads. I've even quit trying to 
explain to these girls that there’s no such thing as “cold” 
notes—just unreadable outlines. 

Of course, any girl may have quirks that stand in 
the way of good stenographic results. My job is to help 
the girls at Harkins overcome any such difficulties. 

Marian, who is now one of our top secretaries, is a 
a good example of a girl with a quirk—a cold-notes 
quirk, at that! Her first day in the pool was spent wear- 
ing a path into my office to ask for help in reading her 
shorthand notes. Oh, well, I thought, the first day is 
difficult for anyone. However, Marian’s visits continued 
for a week. By that time, I realized that something had 
to be done, or she'd have to be looking for another job. 

When we discussed her problem, Marian complained 
that she simply did a deep freeze with cold notes. 
Actually, the way she wrote her notes, they were often 
“cold” ten minutes after they were written. Her inse- 
curity stemmed from the fact that she thought writing 
shorthand meant writing words in the shortest possible 
manner. For some reason, it didn’t enter her head that 
reading her notes fast was more important than writ- 
ing them fast. She was blithely writing short outlines 
for everything, as she thought the experts did. 

For instance, the term polar bearings occurs fre- 
quently in our correspondence. With old customers, the 


dictator refers to them as “pb’s.” When writing to new 
customers, he calls them by the full name. This made 
no difference to Marian. Her outline was pb, regard- 
less. She even tried to write short outlines for technical 
terms unfamiliar to her. 

After her experience of the previous week, it was 
easy to convince Marian of the truth of the old short- 
hand rule: “When in doubt, write it out.” Too long an 
outline is preferable to one that is short, but unread- 
able. Marian saw that the fraction of a second needed 
to write a fuller outline would pay dividends in min- 
utes saved when she transcribed her notes. 

Since each business has a vocabulary of its own, and 
no shorthand course can teach all the words used in 
all businesses, I next suggested ways Marian could 
learn the Harkins’ language more quickly. Once on a 
job, anyone can study terms peculiar to that line of 
business. 

[ gave Marian a brand-new notebook to use for 
vocabulary work only. During the day when she was 
free, she went over letters in the files, jotting down all 
unfamiliar words. Later she practiced shorthand out- 
lines for these words. Earnest drill enabled her to 
speak and write “Harkinese” in short order. 

Although Marian is now an old hand at Harkins 
shop talk, she still takes the extra tenth of a second 
needed to write out doubtful words. That tenth of a 
second has brought success for her out of impending 
failure. 


12 TTODAY’S SECRETARY @ December, 1954 





=: 


_ 


z 
4 


=} 


C= 


gor [e}t 


{og a 








=? . 


an 
.d- 
ed 
in- 


in 
ild 
1a 
of 


for 
vas 
all 
ut- 

to 


ins 
nd 
fa 
ing 





ey | 



























\ 





7 


Es 





joe ea 
5 






































rey om a 
.\ 


e 


ry 


2. Pin your cards to the drapes — or, Pe 














if you have no drapes, 


clip cards to the venetian—blind—regulator cords. 
1 
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4, Make a mobile of some of your most attractive cards. 
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nstead of a messy pile\ arrange your Christmas 
cards in a pretty wreath \on your bulletin board. 
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5. Make a tree shape from stretched out 
coat hangers and clip your cards tovit. 
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ILLUSTRATIONS BY GORDON ORApPER 


3. let your doorway say Merry Christmas. Tape your cards to the door frame. 





: 6. Use red and green ribbons or string to hang your cards from a tinsel rope. 
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Every note you hear on a Coral record is worked out right in 
the office Vicki shares with her boss. Sometimes Dick Jacobs 
asks Vicki to stop her typing and listen to a few bars so that 
he can get her opinion. 








Between the time a song is selected and the time the master rec- 
ord is made, Vicki's boss. Dick Jacobs, has probably dictated 





some twenty or thirty letters about it. 


Vicki Pinto is 
a Secretary at Coral Records 


LARGE hi-fidelity phonograph speaker on the 
wall of the cramped room blares “pop” tunes all 
day long. In an office down the hall, a similar speaker 
duels by shouting an equally rhythmic piece. A piano 


MUSIC). 


job that requires long hours of piano work. In addition 
to these sizable tasks. Dick listens to new _ talent, 
hears the woes of innumerable agents, and helps an- 


other Coral executive select new songs from the multi- 





in the office is used for arrangement work most of the tude that pour into the Coral office by the bagful. Ja 
day. The telephones continually jingle, and just out- And Vicki Pinto is right in the middle of all this pl 
side the door a few dozen typewriters add their clack activity. 
to the cacophony. “Surprising as it may seem,” Vicki tells us, “the Ca 
In this setting, Vicki Pinto performs her job as sec- music, noise, and excitement don’t distract me. Maybe th 
retary to Dick Jacobs, musical director of Coral Rec- that’s why I was selected for the job?” = 
ords. Nineteen-year-old Vicki might be called a “mu- Actually she got the job simply by excelling in her 
sical secretary” because she is surrounded by melody class at Pratt Business School in New York. Vicki - 
a good part of her working day. Her boss, Dick Jacobs, learned of the opening at Coral through a newspapet of 
is a young musical genius who earned his job by play- advertisement, asked the school to call on her behalf, to 
ing and arranging for some of the top-name bands— and appeared shortly thereafter for an interview. | 
Tommy Dorsey and Sy Oliver—and by running his Her secretarial skills, neat appearance, and_ level ‘y 
own music publishing firm. headed manner won her the position. nm 
Dick Jacobs is Coral Records’ chief “matchmaker” About the technical aspects of her work, she reveals: at 
and arranger—responsible for pairing a new song (or “There is plenty of shorthand and typing. Fortunately di 
the revival of an “oldie” ) with one of the Coral re- Mr. Jacobs doesn’t dictate musical terms—like arpeggi? 5 
cording talents. He also does most of the musical and pizzicato and such—but there is a continuous 
arrangements heard on the Coral label, a painstaking round of notes and transcribing, When I left school, 
14 TODAY'S SECRETARY © December, 1954 













ion 
nt, 
an- 
Iti- 
Ful. 


‘his 


the 
ybe 


her 
icki 
per 
alf, 
ew. 


vel- 


als: 
tely 
Zgi0 
10us 
ool, 
























is her business 


my typing speed was 50 wam, but I believe it has 
improved quite a bit since then.” 

How big a part does the phone play in her day? 

“Tremendous! | think a call comes in for Mr. 
Jacobs about every three minutes. Mostly from song- 
pluggers and agents eager to have an audience.” 

Even as she told us this, she was interrupted by a 
call from an agent who had “the greatest singer of 
the century” waiting for a hearing. Vicki handled the 
call with deftness. 

‘It is up to me to weed out the unimportant phone 
calls. Mr. Jacobs lets me use my judgment on most 
of them. Of course, the special ones go right through 
to him—unless he is in recording.” 

Then, to clarify this point, she showed us her tele- 
phone record pad. On top was a message: “Theresa 
Brewer called. Time 11:30 a.m. Return call immedi- 
ately.” She explained: “Mr. Jacobs was doing a ‘record 
date’; it is impossible to interrupt while that is 
folng on.” 

And just what is a “record date”? 


‘That is the time of the actual recording of the 


Alan Dale stops at Vicki's desk to preview the new record he 
had completed a few days before. Celebrities are now pretty 


her so excited that her fingers wouldn't type straight. 


Vicki 
of a new song. Whether the record tops the Hit Parade or never 
makes the grade may depend on what goes on here. 


routine to Vicki, though there was a time when they made 








Photos by HENRY GRANT COMPTON 



















stands by during a record date 


the actual recording 





BY STANLEY L. ENGLEBARDT 


song; but, so you'll really understand about it, I'll 
start at the beginning.” Vicki seems to have a good 
grasp of the intricacies of the record business. “It 
starts with a new song. Every day song-pluggers come 
in with new tunes. They submit their songs on sam- 
ple records and in sheet-music form, and a few plug- 
gers sing their own songs’—and she smiled here—‘“in 
what has been described as a ‘whiskey tenor’ voice. 
I couldn’t even estimate how many hundreds come 
in during a week, but I can tell you that very few 
are selected for use. Those that are chosen, though, 
either wind up in the stockpile—for future use—or 
come to Mr. Jacobs for immediate recording.” 
Vicki pointed to a piano. “That is where most of 
the real work is done, Mr. Jacobs sits at that piano 
and spends hours working on the arrangement. Some- 
times he'll spend half the day on one series of chords, 
trying to get that certain effect that may mean the 
difference between just another record and a hit- 
parade tune. Background, beat, and every note you 
hear on the record is worked out right in this 


room. (Continucd on page 54) 
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BY J. P. WHITCOMB 
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Here’s Looking at You— 
Others Are 





IS NAME is Monday to Friday. He’s no cop. He’s 

an elevator jockey. Up and down all day long. 
He doesn’t mind that, though. What he hates are the 
interrupted stories. Sometimes he hears the beginning 
or middle, but never the end. Did you hear the one 
about the secretary whose boss asked her to take a let- 
ter to Santa Claus? Neither did our friend Monday to 
Friday. The fellow got off at the sixth floor just as he 
came to the punch line. 

“I’m no psychologist,” says Monday, “but I can tell 
a lot about what a person is like just from remarks | 
overhear...” 

“Better let me off at the tenth and I'll walk down the 
back way. I had to rush this morning and my hair’s a 
mess.” 

“These heels are perfectly all right. [ll have them 
fixed some other time.” 

“’m going to lose this button if I don’t watch out.” 

“Maybe I am getting a bit heavy. This year they 
asked me to play Santa Claus at the party.” 

“I meant to take that spot off when I got home 
last night.” 

“Psst! Take a deep breath. Here he comes!” 

“Did you see Miss Backsag? She was so weary this 
morning that she had to use both hands to pick up the 
phone.” 

“I feel half dead. I hope I can last through the 
afternoon.” 


REMARKS LIKE THESE are pretty revealing. They indi- 
cate that some people haven't learned that how they 
look has a great deal to do with the impressions they 
make on others. Though they try to fool themselves, 
they don't fool Monday—or anyone else, for that 
matter! 


wet 
oA = SS 








One of the things you notice first when you look 
at a person is his general physical condition. The 
boss doesn’t pick the person with the slumped-over, 
washed-out appearance for an important assignment. 
And you probably wouldn't go out of your way to get 
to know that sort of person, either. 

When it comes to your health, it’s smart to be selfish. 
Good health is the greatest gift you can have, even 
better than being let loose for an hour in Fort Knox 
with a wheelbarrow and shovel. Don’t mistreat your 
body, blythely considering yourself the iron-man type. 
Get enough sleep, the right food, some exercise, and 
allow time for just plain relaxation. Your body’s built 
to last three-quarters of a century or more, but it has 
to have good care to do so. It’s not a machine. It needs 
to rest once in a while. The busy person has to have 
plenty of sleep and should learn how to relax in his 
spare moments. 


Wuart you Eat has a lot to do with the way you look 
The key word here is “diet,” which to many people 
stands for reducing. If you're overweight, then that 
meaning applies to you. But “to diet” means to eat 
with discrimination—to choose proper foods. The out 
ward symptoms of an improper diet are many: an over 
weight or underweight figure; dry, lusterless hair; e* 
tremely oily or dry complexion; skin blemishes; dull, 
expressionless eyes; brittle or splitting fingernails; lack 
of energy; or a poor posture. If your condition is chrom 
ic or serious, see the man who knows—your doctor. 
But common sense in choosing foods and a well-bak 
anced diet usually prevents these troubles. 

A person who is ill, depressed, shy, confident, happy; 
energetic, or weary displays his feelings by the way 
he carries himself, by the way he sits, stands, or walks 
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Take ShufHin® Sam. He was round-shouldered and 
slumped-over all the time. He looked like a drip,” and 
you would put him down as a “drip.” After you got to 
know him, however, you'd realize that his rubber spine 
didn't indicate a flimsy mind, But, alas, poor Sam 
eventually began to feel like a “drip,” too. 

People will judge you falsely if you have carelessly 
allowed your posture to become slovenly, and soon you 
may begin to feel the way your posture makes you 


\ 0k. 


Do YoU HAVE GOOD PosTURE? To check yourself, try 
this. Press your spine and the small of your back flat 
against a wall. Move your feet away from the wall as 
far as is necessary to make the small of your back 
touch completely, and stay that way for a few moments. 
Now, after you get the feel of this position, put your 
right foot against the baseboard, push yourself away 
from the wall and walk around the room, trying to 
maintain the same body alignment. Feel as though 
youre leaning backward, like St. Nick on a slanted 
roof? Don’t worry about it. It takes time for your 
body to adjust. Your new carriage will improve your 
appearance and help give you poise and confidence. 

Walking is something you probably learned and for- 
got about years ago—before the age of television, even. 
People constantly notice your walk, especially when 
you make your grand entrance in the office or class- 
room. Try to think about the way you walk—check to 
see that your toes are pointed straight ahead, that your 
head is up, that your body is in good alignment. If you 
toe in or out, you cannot walk gracefully or keep your 
body in line, You can only sway from side to side or 
waddle like a duck. It takes patience and practice to 
walk well, especially when you have to unlearn old 
habits, 


THE WAY YOU DRESS is also extremely important in 
the impression you make. You can be the best secre- 
tary in the country but, unless your clothes and groom- 
ing reflect your sharp mind and good taste, you may 
never get a chance at the top job your ability rates. 

To dress smartly doesn’t mean you must dress ex- 
pensively. It means, first of all, that your clothes must 
be appropriate to the occasion and appropriate to your 
personality. During your nine-to-five hours, let your 
clothes express your efficiency; stick to tailored out- 
fits and simple accessories, Many smart career girls 
with limited budgets look for well-designed basic 
dresses that can be varied by a quick switch of acces- 
sories. They know the wisdom of buying quality rather 
than quantity. Above all, look for good styling and 
good fit. Your favorite outfits will probably be fairly 
simple go-everywhere styles that will suit any occasion, 
depending on how you accessorize them. 

When you buy new clothes, keep firmly in mind the 
type of person you are and what styles will enhance 
your personality. If you're tall and strongly built, 
leave the baby-doll frills to the tiny girls. You can 
look wonderful in the smart, massive jewelry, the big 
purses, and the more dramatic outfits petite girls 
must forego. Learn to express yourself in the way you 
dress. Be the girl who knows the interesting ways to 
wear scarves or jewelry and who knows how to make 
the most of colors. 


CLEVER USE OF COLORS can make the simplest clothes 
outstanding; and, needless to say, color mixups can 
spoil even the best styles. We all know the importance 
of combining only matching or harmonious colors, If 
you slip up and are too late to change your brown 
purse for your navy one, don’t kid yourself by thinking 
others won't notice. They always do, And they're sure 
to be the people you want most to impress favorably. 
To look your best, never mix your darker basic shades. 
Here are some color groupings that are especially at- 
tractive. Can you add any other good color combina- 
tions to this list? 


Basic Color Accessory Color 


Black Black, plus almost any fairly 

or dark gray light color—blues, reds, 
greens, yellows. 

Navy Navy, reds or pinks, most 

aquas, pastel blues, yellows. 


Brown Lighter or darker browns, 
yellow and orangy colors, 
pastel greens or blues. 

Light gray Black, and any light colors 

except tans. 

One of the dark basic colors 
or another harmonious shade 
in the same color family (be 
careful that you do choose 
harmonious shades — a 
greenish blue and a purplish 
blue can ruin each other). 

(Continued on page 52) 


Blues, reds 


or greens 
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"MAKE 
FIVE 
CARBON 
COPIES, 
PLEASE" 











Here’s how vou can get good results 


HAT. A NIGHTMARISH THING that is,” 

thought Suzy as she regretfully inspected the 
last carbon copy—the fifth—of a statistical report she 
had just typed. It had smudgy erasures, dark streaks 
down the page, and figures so thick and blurred they 
were almost unreadable. 

“Maybe it’s my messy typing,” Suzy said, “or perhaps 
its the carbon paper. I'm going to find. out before | 
have another job like this to do.” 

She hurried through lunch that noon and took her 
typed report, with its unreadable carbons, to Mr. 
Smith, the nearby stationer. 


Mr. Smith kept her fifteen minutes beyond her 


lunch hour, but Suzy learned some very useful facts 
about carbon paper from him. This information may 
help you, too, in getting cleaner and more readable car- 
bons. Here are some of his pointers: 

Quality. There are different grades of carbon paper, 
just as there are different grades of other paper, and 
the first requirement for good carbon copies is good- 


=" 





quality carbon paper. Carbon paper is made of tissue 
paper covered on one side with a pliable coating of 
dyes, waxes, oils, and other chemicals. A high-grade 
carbon paper uses a better grade of tissue backing with 
better inks and waxes in the coating, giving you clear- 
er, cleaner copies. Also, a fine grade of carbon paper 
will never curl. It has a “handleability” that saves you 
about half your interleaving time, and you can reuse a 
sheet of this noncurl carbon from 25 per cent to 
per cent longer than an ordinary poor-grade carbon. 

The cost of an average sheet of carbon paper. such 
as you use in typing a business letter, is estimated at 
less than 1 per cent of the cost of the completed letter! 
It's wise, then, isn’t it, since the cost of the carbon is 80 
small, to use a good grade? 

Weight. You must choose your good-quality carbon 
in the proper weight, for carbon paper is made it 
different weights for different requirements. A wide 
range of weights is available: 3, 4, 5. 64. 7. 8. 9, 10, 12. 


14. 15, and even 20 pound weights. (The weights 
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above LO pounds are usually used for billing purposes. 
The 3-pound weight is rarely available except by spe- 
cial order. As a general rule, the greater the number of 
copies, the lighter the weight of the carbon to be used. 
Here are suggested weights for standard typewriters: 
For 1-4 copies 7- or 8-pound (or standard 
weight) carbon paper. 
For 5-9 copies 5- or 6-pound (or medium 
weight) carbon paper. 
For over 9 copies $-pound (or light weight) 
carbon paper. 

A good rule is, “Use the heaviest carbon paper you 
can, consistent with good copies.” The heavy weights 
are easier to handle and wear longer. 

Finish. You must also select the proper finish of 
carbon paper, which means the type of coating used 
on it. If you buy a soft-finish carbon, you get a darker 
and heavier-looking copy than would be obtained with 
hard-finish carbon paper. The hard finish gives more 

clean-cut, but grayer, characters. The question is, 
“How do you like the copy, intensely black, medium, 
or gray?” (There are other colors in carbon paper, too 
—blue, purple, green, brown, and red; but black is in 
most general use.) You can get at least 4 or 5 different 
finishes in any manufacturer's line. A good rule to fol- 
low is, “Use the hardest finish you can, consistent with 
legible copies.” 


There is an extra-hard-finish carbon in light or medi- 
um weight, sometimes called accountants carbon, that 
is suitable for use wherever extra-sharp, clear, precise 
copies resembling originals are required. If you work 
for an accounting firm and type financial statements 
and reports involving many numerals, the extra-hard- 
finish carbon will give you figures on all copies as clear, 
sharp, and legible as originals. If you serve some legal 
brain, don't overlook this either. It will give the carbon 
copies of your carefully typed legal documents a clear- 
cut appearance. If your typewriter has elite type, the 
little spaces inside the o, e, a, and some of the other 
letters are inclined to fill up rather readily, so you 
should avoid the softer finishes. Use the harder fin- 
ishes to keep type filling to a minimum. 


THESE GENERAL RULES for selecting the weight and 
finish of a carbon paper will vary, of course, because 
all typewriters and typists are not alike. You yourself 
will have to determine exactly what weights and 
finishes are best for your touch and your own type- 
writer. If you have a light touch, a Noiseless type- 
writer, large type, or a soft platen, use softer-finish 
and lighter-weight carbon paper. If you have a heavy 
touch, small type, an electric typewriter, or a hard 
platen, use a harder-finish and heavy-weight carbon 
paper. 


CARBON PAPER Trouble-Shooting Tips 


Reprinted through courtesy of National Stationery & Office Equipment {ssociation 


PROBLEM SOLUTION 


smudging Use a harder-finish carbon paper. 


freeing and Replace wrinkled carbon paper. 
wrinkling Prevent wrinkling by flattening sheets well. 
before insertion, and inserting pack evenly. 


Use folded paper, envelope, or a carbon- 


issue paper binder. 
o of Have typewriter feed rolls evenly adjusted. 
5 le Do not stretch carbons by jerking pack from 
a typewriter. Use paper release. 
with 
least Offsetting Tight feed rolls will trace a path. Reduce 
ail their pressure or reduce the size of the pack 
- by using lighter-weight copy and carbon 
» you paper. 
use a Bent paper fingers and line scale will make 
‘oO lines on copy. 
‘bon. Use harder-finish carbon if number of copies 
endl permits. 
“ Punctures will offset. Prevent cutting as 
ed . below. 
a Cutting Use better-grade carbon paper, with tougher 
tissues. 
Use heavier-weight carbon paper, es- 

urbon pecially in first carbons. 
de in Adjust touch control for lighter stroke. 
wide Ease up on characters that cut, especially 

9 in tabulations. 
0. 1 Have serviceman reduce force of sharp 
sights characters. 





PROBLEM SOLUTION 


Short Life Use better carbon paper, with better 
formula and impregnation, 

Use softer-finish carbon paper. 
Alternate carbons in use, top to bottom, 
front to back of pack to distribute 

wear evenly. 
Light copies Use softer-finish carbon paper. 
Use lighter-weight carbon or copy paper. 
Adjust touch control for heavier 
stroke. 
Curling Use curl-resistant coated carbon paper. 
Store boxes flat, away from heat, cold, 
or moisture. 
Adjust feed rolls. 
Roughen feed rolls, or treat them with a 
commercial “anti-slip” solution. 


Slipping 


Use copy paper with less gloss. 
Use carbon-paper binder, or insert pack 
with folded paper. 
Stop typing at least one inch from 
bottom. 
Legibility Use harder finish for sharper detail. 
Keep type clean. 
Use larger type for large number of 
copies. 
Switch to “tail” numerals to avoid mis- 
reading. (Tail numerals: 1234567890 
Block numerals: 1234567890. ) 


Tearing Remove pack by using paper release. 
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“Immediately, Mr. Wilson...” 


] Yes, Mr. Wilson? Prices for reverse ? He doesn’t even give me time to check 
a s 


thread screws? Pl bring them right in. the morning mail. 


H At a time like this, Jane has to be out 6 The morning mail keeps coming in, and 
+ . 


of her office! 


I can’t get to it till one o'clock... 
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BY JERRY WHITE 


k 3 Nothing at all in the books on any such 4 Wouldn't you know . . . nothing in the 
i s folder either! 


prices. 








nd ] Hey! Here’s a letter from the Reverse a Thanks, Miss Carter. That’s what I like 
s - 


Thread Screw Co.—with new prices! —system—e fficiency—organization! 
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Can be Teasers 


BY E. LILLIAN HUTCHINSON 








w eeord«s 


WHAT'S THE MEANING— 


Of the prefixes and suffixes in these words: 










1. The ee in employee? 
2. The inter in interoffice? 


The ician in musician? 


Qs 


4. The de in depose? 

5. The dis in dispossess? 
6. The pre in pre-existing? 
7. The semi in semiannual? 
8. The fore in forethought? 
9. The re in reorganize? 


. The ish in bookish? 
















SPELL THE WORDS— 


That are pronounced as follows: 


1. tral 
2. vag 
3. kwit 


4. ses 
5. Sez 
6. mod 
>» 1. oa 
8. ak 
9. hit 
10. gaj 








SHOULD IT BE “A” OR “AN’— 
Before these words? 


1. hour 

=. Woman 
3. umpire 
4. owner 

5. history 

6. European 
2: S-hook 

8. unit 

9. ocean 


10. hotel 



















CHOOSE THE CORRECT WORD 
Which word of the pairs in parentheses is the 
correct one to use in these sentences? 


1. There isn’t much choice (among, between) the 

three dresses. 

I judge there were (fewer, less) than fifty in the 

audience. 

3. I (will, shall) be glad to work tonight. 

4. He is an (all-round, all-around) athlete. 

5. Please (bring, take) this letter to Miss Howe. 

6. Mary looks (like, as if) she has been crying. 

7. I will accept (providing, provided) dress is in- 
formal. 

8. My brother is taller than (he, him). 

9. (Leave, Let) the dog out. 


10. I do not know (that, as) I shall be able to go. 





SYNONYM HUNT 
For each of the following words, think of another 
word of similar meaning. The hints enclosed in 
parentheses may help you. 

1. commence (a 5-letter word starting with b) 

2. procure (a 6-letter word starting with o) 


3. casual (a 7-letter word starting with off) 





3 

4. colossal (a 4-letter word starting with h) 

5. approximately (a 5-letter word starting with a) 
6. nevertheless (a 3-letter word starting with y) 
7. courteous (a 6-letter word starting with p) 

8. humorous (a 5-letter word starting with f) 

9. scatter (a 6-letter word starting with sp) 

10. frank (a 7-letter word starting with s) 


(Key to teasers, on page 51) 
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HOW 


TO BE 


Press A gent for Your Boss 


You Meet 
the Press 





BY STUART COVINGTON 





hee MAY NOT KNOW IT, but you've got a date 


with the press! Not right away, perhaps—but 


eventually, more than likely, if you are a secretary 
very long. 

You don’t have to inherit a million-dollar estate or 
be elected Miss Dill Pickle of 1955 to become ac- 
quainted with the reporting profession. In fact, your 
hame may never make the front pages. But your boss, 
be he national sardine king or obscure hoe factory 
manager, is apt to become a target for reporters be- 
cause of something he does or something that happens. 

Bright and early some morning, just as you're count- 
ing the days left until payday, a gaunt young fellow 
with a harried expression and a camera may suddenly 
appear and ask to see the man you work for. Don’t be 
alarmed. He may not be a member of the Bureau of 
Internal Revenue or the FBI. He’s probably just a re- 
porter, 

Sometimes the boss will be at his desk and invite 
the reporter into his office. At other times he'll be 
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Illustrated by JOE QOTHEHIR 


out or may be disinclined to submit to an interview. 
That's when the ball is tossed to you. 

Reporters are normally a genial crew. But theyre 
persistent. If they can't get what theyre after from 
one source, they ll try another. And the unsuspecting 
secretary is apt to be “it.” If this is a strictly “no com- 
ment” situation, the best method of handling it is to 
adorn your countenance with a fetching smile and 
inform the press politely but firmly that you are not 
permitted to give out any information. 

Occasionally one of the more zealous members of 
the fourth estate may attempt to coax a bit of informa- 
tion from you over a soda at the corner drugstore. 
Be wary. Under such circumstances accept goodies 
only from bona-fide friends. By a chance remark, you 
may impart a vital clue without knowing it. It is very 
rarely, however, that the press will resort to such chi- 
canery. 

But, whatever you do, show reporters your choicest 
brand of courtesy. Whether your boss realizes it or 
not, he needs their friendship—and you do, too, An 
embarrassing situation may someday arise when youll 
need their co-operation. Or, the boss may choose to 
tackle the newspaper for some gratis publicity. 

If the boss isn’t in, and you know the hour at which 
he’s expected to return, tell the reporters, If you don't 
know when he’s expected, ask the reporter to leave his 
number, assuring him that youll contact the boss as 
soon as he returns and will try to make an appoint- 
ment. 

There are many ways in which your boss can make 
the headlines. He may be elected to an important of- 
fice, receive a promotion, be requested to address a 
local civic or business group, expand his business, 
be honored by his profession or business, make a large 
donation to a local charity, or assume the manage- 
ment of a local drive or campaign of some sort. 

On the other hand, he may make news because of an 
accident he was involved in, a case he is handling 
(if he’s a lawyer), a fire, strike, injury to one of his 
employees or associates, a lawsuit, or something sim- 
ilar. On such occasions, you, as his secretary, will 
function as a sort of liaison officer. 


¢ 


to 
we 











Sometimes the boss will be glad to have you re- 
lease information to the press. But, of course, never 
do so unless he requests you to. When he does, you 
can sometimes save him a lot of time by assembling 
the information reporters will want to know. 

Let’s suppose that the boss has just been elected 
president of the chamber of commerce and asks that 
you get together some material for the newspaper. 
Chances are he won't know what is needed. or else 
will assign you to write up a totally useless set of facts. 
In a case like this, here is what the papers will want: 

Boss's full name 

His capacity with company 

Number of years he has been with firm 

Number of years he has been a chamber of com- 
merce member 

Other civic and professional offices he holds 

Other civic and professional offices he has held 

Other businesses with which he has been connected 

Major civic projects in which he was prominent 





Ni ; OK 


Usually, you can draw on your memory for much of 
this information. Other facts can be gleaned from the 
boss’s wife or some other member of his family. 

A speech is another matter. If the boss is tapped to 
address a civic or business group (local or other. 
wise), the papers are likely to want most of the 
information mentioned, plus this additional data: 

Name of group to be addressed 

Time and place of address 

Topic of address (if available ) 


THE PROMOTION of a top-ranking executive is always 
news, and the man you work for will doubtless want 
as long a story as possible in the papers. You can 
help him get a good play for his story by tactfully 
suggesting information that he may forget or over- 
look. For example: the first job he had with the com- 
pany; an interesting or humorous experience he has 
had in connection with his job; any ideas of his that 
have been adopted by the company; previous posts 





You Get Out a 


News Release 





BY EDITH P. GNICHTEL 





UPPOSE YOUR BOSS has just been made presi- 
dent of your firm, and it is company policy to send 
such information, together with a biographical sketch 
and photo, to a list of newspapers and trade publi- 
cations. Many organizations consider this type of 
publicity valuable because it helps the public to be- 
come better acquainted with the officers of the com- 
pany while, at the same time, it plugs the firm name. 
Thus, it happens that your boss says to you, “How 
about working up a news release on my promotion. 
I'll give you the facts, you write it up, and follow 
through on it.” Instead of reporters sitting at your 
desk, you must write up an interesting story that 
will catch the editor's eye. 

Luckily for you, the procedure for this type of re- 
lease is comparatively simple. After you have jotted 
down the biographical facts your boss gives you, try 
to verify all dates and the spelling of proper names. 
You're responsible for accuracy, you know. Then take 
a few minutes to look through newspapers and trade 
publications to see how material of this sort is usu 
ally handled. You will find it especially helpful te 
look over your company’s publicity files for previous 
similar releases that might help you. 

Just as with a press interview, you'll want to it 
clude human-interest material. If your boss has 
made some particular contribution to the firm, has 
achieved noteworthy success in some special line, 
has done outstanding civic work, highlight these facts 
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that he has held with his firm; offices to which he has 
heen elected in various business organizations; civic 
and professional groups of which he is a member. The 
greater the supply of information the newspapers re- 
ceive in an instance such as this, the better the chance 
the story has for a prominent position. 

For stories of this sort, the newspaper editor invari- 
ably craves human interest. If you can inject a bit into 
the facts you give the press, the boss’s promotion may 
end up as the lead feature of the day. Perhaps the 
boss has a hobby of helping aspiring young men find 
iobs with his company. Or possibly he got his start in 
an unusual way. It might not be wise to suggest that 
he give this information to the press, but a bit of mem- 
ory joggling never did any harm. You might. for in- 
stance, lead up to the point by asking a question like: 
“Mr. A., didn’t you tell me that you almost decided not 
to go to work with this company?” When this fact is 
brought to his attention, the boss may muse wth a grin. 
“Why, ves, that’s so. Think I'll mention that to the press 


when they come around!” Properly handled by a skill- 
ful reporter, this seemingly insignificant incident may 
be worked into a first-rate feature story that will attract 
the attention of many of the paper's readers. 

A session with the press is really not trying at all, so 
don't get goosepimply if the boss should call you in 
and ask that you talk to the reporters for him. He'll 
probably provide you with a sheet of facts from which 
to dispense your information. Answer questions fully, 
clearly, and accurately. Never give any information 
unless you are absolutely sure it is correct. If you are 
unable to answer a question that is asked you, attempt 
to round up the desired infotmation. Never evade a 
question you've been told not to answer. If that infor- 
mation is “restricted,” say politely, “I’m sorry, but Mr. 
Jones does not wish me to give out that information.” 

Keep these tips in mind, add common sense and 
discretion, and you've got nothing to worry about 
should it come your time to handle “press relations” in 
addition to your other duties. 








in vour story. Occasionally, a boss has been known 
to close up tighter than the proverbial clam. If yours 
does, you'll have to dig for interesting facts. Consult 
his friends in the company for ideas, but don’t put 
anything in the article without your boss’s consent. 
Your story should be lively, fresh, interesting. Don't 
let it become a mere sequence of dates and facts. 
When you have finished your rough draft, ask your 
boss to go over it in case there are any changes or 
revisions he may wish, and before you send out the 
final version, have him check it again. 

Next, you will need a list of the newspapers and 
trade publications that are to receive the story, If 
youre lucky enough to find such a list in the pub- 
licity files, you had better go over it with your boss. 
He will probably want to make additions and _re- 
visions. If no former list is available, either your 
boss or someone familiar with your firm’s publicity 
policy should be able to help you build up one. 
It's a good idea to complete this list as soon as pos- 
sible, especially if a photo is to be included. You 
will need to know how many photos to order. 

If your boss has had his picture taken recently, 
you can ask the photographer for glossy prints. A 
glossy has a shiny finish that assures the photograph’s 
printing more clearly in newspapers and magazines. 
If a new photo is to be taken, be sure to specify glos- 
sles. A 5 x 7-inch size or smaller will do. 

After your story has been okayed, it should be 
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typed on 8% x ll-inch paper with margins about 1 
inches all around and your lines double spaced, ex- 
cept for the title, which can be single spaced. 

Give your story a heading, in spite of the fact that 
the papers may omit it. A typical news-release set- 
up is: 


Released by 
Amalgamated Lron Works 
22 Pine Street 


Newark 5, New Jersey 


(for immediate release) 


JOHN J. JONES ELECTED PRESIDENT 
OF AMALGAMATED IRON PRODUCTS, INC. 


+ 


Your story, double spaced, will start several line 
below the caption, At the end of the copy, cente: 
the following: 

(Photograph Herewith ) 


In case the photo becomes separated from your re- 
lease after it gets to the editor's desk, this will re- 
mind him that a photo was enclosed. It’s often a 
good idea to staple the photo to your release. I 
you do, be sure you staple through the white margin 
of the photo and do not mar the picture. It’s also 
a good idea to write your employer’s name on the 
back of each print so that if the print should become 
separated from the release, it can be easily identified. 
At one time or another, we (Continued on page 53) 
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A dress for all your Christmas parties. 





Decorative, but demure enough for the office 
_£ shindig when worn with the jacket, it’s gay 
i. as Christmas tinsel when the jacket is 
removed to show off the wide V-neck. This is 
a Kay Windsor style, endorsed by Ann Sothern 
as a “Private Secretary” fashion. Made of 
Silkaline, a lovely, washable cotton-and-nylon 


blend. In soft shades of blue, mauve, aqua, 





or champagne. Sizes 10 to 20. $17.95. 

At Saks 34th Street, New York; John Wanamaker, 
Philadelphia; Halle Brothers, Cleveland; 
Marshall Field, Chicago; and the White House, 





San Francisco. 
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J HOLIDAY WRAPPINGS 


The Christmas season, crammed with its parties and gala social events, 
often finds busy career girls in a what-can-l-wear dilemma. If you're 
in this state, perhaps some of these fashions will give you ideas. 


Theyre suitable for all your holiday fun and are designed to 


turn you out pretty as a Christmas package. 


I. These gay holiday separates by Glen- 
ora can be mixed or matched to do won- 


derful multiplication tricks for your 
wardrobe. Left: gold embroidery on the 
black wool-jersey blouse matches the 
pearl-centered, embroidered medallions 
on the black felt skirt. Good choice for 
the office party. Right: a V-necked, black 
velveteen top plus a_black-and-white- 
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striped felt skirt makes a perfect combo 
to wear when you dance the New Year 
in. The stripes taper toward the velve- 
teen waistband to create a flattering wee- 
waisted illusion. Sizes 10 to 18. Each 
costume, $17.95 complete. At S. Kline, 
Washington; Himelhoch Bros., Detroit; 


Mar-Rue Fashions, Chicago; and Cook’s, 


Minneapolis. 
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2. A wonderful outfit designed to wea 
when you do the town is this pretty two- 
some by Bernard, of St. Louis. The beau- 
tifully embroidered velvet jacket can be 
teamed with other outfits as well as with 
this pretty princess-style faille dress. In 
About $30 complete. Avail- 
able at Lincoln Clothing. Buffalo; Zim- 
Wilkes-Barre: Higbee 


Cleveland: and Kline’s, St 


junior sizes. 
merman’s. Com- 


pany, . Louis. 


3. Off to Aunt Jane’s for Christmas din- 
ner. and you want something pretty to 
impress the family? How about this 
pretty McKettrick style? Its not so 
dressy that it can’t double for office duty, 
too. The fabric is a perky. dot-sprinkled 
acetate taffeta that is water repellent. 
Sizes 10 to 20. In gray with gold. blue 
with fuchsia, bronze with turquoise. 
$17.95. At Lord & Taylor. New York; 
nm. S. Cincinnati; The 
Rule, St.Paul; and Meier & 
Portland, Oregon. 
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Frank. 
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4. Who needs mistletoe. when you wear 


a dress as attractive as this Jonathan 


Logan style. It's made of lovely. pale- 


glow cotton acetate brocade, cowled with 
silky blonde fur that’s sure to catch the 
Available in soft 


pink, 


eye of the stag line. 
shades: champagne. powder 
French blue—accented with nutria-dyed 
mouton. Sizes 5 to 15. $22.95. At Lord & 

New York; Balti- 
Carson Pirie Scott, Chicago; Ed. 
Schuster & Co., Milwaukee; and the 


Broadway, Los Angeles. 


Taylor, Stewart's, 


more; 


5. A dress that’s warm enough for 
Christmas carolling yet pretty enough 
for the party afterwards. The 
trim creates a bolero illusion to add top 
interest to the flattering princess  sil- 
houette. This is a Cirilo design, done in 
wool jersey and fully lined in taffeta to 
flair gracefully. In amber beige, tur- 
quoise, or platinum. Sizes 10 to 18. 
$29.95. At McCammon’s, Knoxville; 
Lona Fox Duckwitz, Flint; Herzberg’s, 
Omaha; Gus Taylor, Tucson. 
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SECRETARIES |. 


F YOU'RE TYPICAL of most secretaries. your day 

probably begins with a short jaunt to the nearest 
bus, train, or other means of transportation. You settle 
down for the ride; then, when you come to your stop, 
you walk the shortest distance possible to your office. 
Once ensconced there, you sit at your desk typing 
or you sit in the boss’s office taking dictation. When 
you have to run an errand, you struggle to your fect 
wearily and, on your return, sit some more. The result 
(probably nobody needs to tell you) is likely to be 
secretarial spread, the occupational hazard that we 
white collar girls have to contend with. 

When the straight skirts don’t look as straight as 
they should, it’s time to get busy. One easy method 
of banishing bumps is to set up a sports schedule tor 
yourself. Join a “Y” or some other group that will en- 
able you, perhaps, to get in some swimming (the best 
of figure. slimmers) and possibly some bowling and 


Swing right leg over top of 


as straight asypossible as you do. Now 
swing back. Repeat, using left leg. Feel the pull 


Use a wand (yardstick or similar-length stick) for 
this one. Grasp wand with both hands and s-l-o-w-l-y 
raise it up over your head, stretching back as 

far as you can, At the same time, slowly raise 

your right leg up and back. Do this several times, 
alternating legs. Then speed it up and use 
quick, graceful movements. 


From kneeling position, extend right leg out 

to side. Stretch right hand as far as you can along your 
right foot. Now swing left hand over head as 

far as possible to right. Reverse sides, and repeat. 


Excellent for slimming waist 


wy) 
lo 
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indoor tennis. If vou can join a modern dance class 
or make a start at ballet, you'll find that you'll develop 
a more graceful walk and better posture, as well as a 
sleeker figure. And youll probably have a wonderful 
time letting off steam as you happily bound around 
the floor. Try to include some outdoor sports—skating, 
skiing, even sleigh riding—whenever the weatherman 
obliges. You don’t have much opportunity to be in the 
fresh air in winter, but such sports will surely tempt 
you. 

If you find you're too busy, or active sports are a 
little difficult to manage in your locality, then take 
heed of the exercise quickies we're suggesting on these 
pages. They're easy and fun to do, Set aside ten min- 
utes sometime during your day. Perhaps the first thing 
in the morning is best for you, Or, if getting up extra 
early is torture, do your figure work when you come 


home in the evening, after youve changed into 


a chair, keeping left knee 


in your thighs and hips 


a 
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to trim and slim tummy, 


and hips. 
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SIT TOO MUCH — 


some comfortable clothes, or perhaps just before you 
go to bed, 

To get the most out of your exercises, you needn't 
whir like a propeller and madly flail about. That only 
wears you out. You'll accomplish much better results 
if you go at it s-l-o-w-l-y and rhythmically, stretching 
gracefully as far as possible. And concentrate on the 
muscles you're using. As you kick, try to put into action 
the big muscle across the back of your hip. Try to feel 
it work. Concentrate on the muscles, and you'll get 
more out of your efforts. If you can exercise to music— 
even hum a tune to yourself—so much the better. It’s 
more fun when you can kick around, chorus-girl fashion 
to some show tunes. 

If you aim to lose a few extra pounds, you had better 
couple your exercising efforts with some dieting. Ex- 
ercise, in itself, isn’t a weight reducer. Diet and will 
power are your only helps there. But exercise tones 


BY HELEN WHITCOMB 


your muscles, It will flatten a tummy, smooth out 
bumps, improve your posture, and help to make you 
more poised and graceful. 

Before you start your figure-slimming campaign, 
check your measurements carefully and write them 
down somewhere, Don’t check again for at least a 
week. You will probably find a slight improvement 
even in that short time. Keep at it, and before long 
youll be delighted with what the tape measure will 
show. 

A letter to Santa Claus won't bring you a new figure; 
only a regular routine of exercising will do that. It’s 
better to do a few minutes’ worth each day than to 
spend an hour in a rugged workout every few weeks. 
Make exercising a habit. Once you do, you won't want 
to skip your daily half-dozen because you'll actu- 
ally miss the pleasant relaxed, invigorated feeling it 
creates. 
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Sit on floor with your hands behind you. Pull knees 
‘i up, with feet close to hips and toes turned up. Slide right 


y leg forward with a slap. Repeat with left leg as you pull right 
leg back toward hips. Alternate legs as you go. 





= S a 


In the same position—hands behind you, 
feet tucked up to hips—keep torso straight 
and knees together as you swing legs 

to touch floor on left side. Come 

back to position, then swing to right to 


Half-Dozen 


hips, thighs, and legs 


touch floor. Especially good for counter- 





acting secretarial spread. 


Lie flat on floor, legs straight, arms stretched out at sides. Keeping your 
shoulders and right foot firmly in place on the floor, swing left 





leg up and across the body to touch your right hand, Return to position 
and swing right leg to touch left hand, Alternate legs as you 


Mlustrated by GORDON DRAPER go. All-around slimmer for hips, waist, and tummy. 
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GOoob 
AS 
GOLD 


So realistic we just couldn't resist moking a wish 

on t A gleaming gold wishbone moneyciip for 

that special someone! 18K goldploted, but every 

bit as good as gold in the hands of a fastidious man! 
A gift that will be treasured! 

e o> P 

Sep. tax & postage included 

No. C.0.D.’‘s, please 
B Writefor FREE catalog 


Dept. T-12. 545 Fifth Ave 


£, , (f/ 
e Srmece See New York !7, N.Y 
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Rich velvet on gold 
metal frame forms 
tie’’ with pretend- 
pearl knot. Match- 
ing links. Terrific on 
‘little boy’’ shirts. 
Black, navy or red. 


$950 postpaid 





tit- tar. toe CUFF LINKS 


A favorite game, 
played to a draw, 
makes interesting 
conversation - piece 
cuff links. One- 
inch square; gold 
or silver finish. 


$] 95 postpaid 


charmand’s — swoi0 1-12 
4353 LOVERS LANE ° DALLAS 25, TEXAS 











TWIN GOOD-LUCK RINGS 


Designed by the skilled Indian Silversmith, Blue Sky 
Eagle. Sterling Silver set with 5 turquoise blue stones. 
Usually worn 2 on a finger, they may also be bought 
separately at $2.95 each, $S for a pair. 
Send ring sire or measure with string, Satis. guar. 
LOOP EARRINGS to match—screwback style $3.95 pr. 
Send cash, check or m.o. For COD send $2 deposit. 


OLD PUEBLO TRADER BOX 4035, DEPT. 3-TS 


TUCSON, ARIZONA 





PREP LILLE LOL LLL LOLOL ELL LOLOL DLL LO DLE 

PINKING SHEARS 
Only $1.95 postpaid. Chromium plated, 
precision made. Manufacturer's Christ- 
mas overstock. Guaranteed $7.95 value 
or money refunded. Order by mail. 
Lincoln Surplus Sales, 1704 W. Farwell 
Ave., Chicago 26, Illinois. 
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Here's What You DON’T Learn in School! 


Yes, here it ts, girls: 1954's ‘101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. 98c. 
Real New Books, Box 1432-T, GPO, N. Y. 1, N. Y. 














Medieval Crosses. These beautiful 
hand-wrought crosses are made of 
sterling silver and are reproduced from 
authentic medieval designs. Each is a 
work of beauty. Left to right: Floren- 
tine, $7; English, $5; and French, $5. 
A 19-inch sterling chain comes with 
each cross, and prices include tax and 
postage. Jamaica Silversmith, 79-32T 
164 Street, Jamaica 2, New York. 


Hold that Baby! A really practical 
gift that mothers will welcome is the 
Bobby Hi-Chair Guard, a comfortable 
safety device designed by the Abrook 
Manufacturing Company to keep the 
squirmiest baby where you want him. 
Made in one piece ot gaily decorated 
muslin, it slips over the back of the 
chair, goes between baby’s _ legs, 
around his middle and ties in back. 
There are no buttons, no pins, and 
only the simplest of laundering is re- 
quired. Wondertul way to relieve 
worry on outings, in restaurants, or 
when visiting friends. Bobby Hi-Chair 
Guard costs $1.29, postpaid from Mar- 
brite Co., Dept. TS-12, 134-51 Spring- 
field Blvd., Springfield Gardens 13, 
New York. 


Satisfaction Guaranteed! In fact, 
we think you'll be just a little smug at 
the excitement you create when you 
use this gay, hand-printed cloth to 
deck your holiday table. Too, it’s an 
always useful gift that’s really differ- 
ent! Cheeriul Pennsylvania-Dutch de- 
sign is printed in authentic Dutch 
colors; washfast, of course. Choice of 
background colors in red, yellow, or 
blue. 52-inch square, $2.98 each; 52 
inches x 70 inches, $3.98. Matching 
tea towels, 69 cents each. All postpaid, 
fron The Linen Hope Chest, 207A 
West Chestnut Street, Dept. TS-12, 


Lancaster, Pennsylvania. 


For That Lost Feeling. Cure it with 
this gay mirror-backed compass charm 
that’s as smart as it is accurate. You'll 
not only know where you're going, 
you ll look pretty when you get there. 
The charm is wonderfully big, over 
1% inches in diameter, and it’s gold- 
finished, with colorful touches of red 
and black enamel. The heavy gold- 
finished link bracelet makes it a 
handsome addition to your jewelry 
collection. $1.50, tax and postage paid, 
from Dunton’s of Dallas, P.O. Box 
7091, Dept. TS, Dallas 9, Texas. 
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Angelabra Earrings. A brand-new, 
exclusive fashion accessory, inspired 
by famous Swedish Angelabra. Cre- 
ated just in time for holiday fun and 
gift needs. Little cherub angels seem 
suspended in mid-air—alive, as they 
twist, glide and dance gracefully with 
every move of a pretty head. Made of 
gleaming brass, highly polished, with 
permanent lacquer coating. About 1% 
inches long, screw-type backs. $1.50 
a pair, 2 pairs $2.85 postpaid, from 
Red Oaks, Dept. TS-50, Winnetka, 
Illinois. 


Happy Holiday Matchboxes. These 
tiny imported wooden matchboxes, 
filled with safety matches, are colored 
in bright red, green, and white velours. 
Hand-decorated set of four includes a 
gay, satin-striped candy cane, fuzzy 
snowman, glitter-trimmed tree and 
beaded holly leaves. Wonderful as in- 
dividual party favors, or table deco- 
rations, or as Yuletide hostess gifts. 
$1.15 a set, postpaid. Refill matches, 
35 cents for 100. Patte Burgess De- 
signs, Dept. Hl, Box 312, Temple 


City, ( ‘alifornia. 








Terrific Tie. Gay as can be and 
bedecked with a gold buckle, this 
wool-jersey tie should please any girl 
on your Christmas list. Comes in high- 
fashion colors—tangerine, turquoise, 
white, beige, black. A colorful touch 
to perk up her wardrobe from now till 
spring. $3.95, including tax and post- 
age. Order from Aimée Lec, Room 
906, 545 Fitth Avenue, New York. 


Crazy Yo-Yo. Lift the lid of the 
dangling pillbox charm, and you'll find 
a rhinestone-studded Yo-yo! Yo-yo 
actually works! What girl wouldn't 
get a kick out of this? Wonderful con- 
versation piece, and pretty, too. An- 
tique gold-plated, with simulated 
pearl trim on filagree pillbox to give 
the charm an heirloom look. Pillbox 
can be used as cache for tokens, pills, 
mad money, etc. $4.95, including tax 
and postage. Robert Brody, Box TS-1, 
3 Coenties Slip, New York 4. 


Nostalgia and Roses. Straight out 
of the Gay Nineties comes this fra- 
grant treasure, a lovely 22-carat gold- 
trimmed ceramic rose jar. It’s brim- 
ful of real rose buds and petals to 
cast a midsummer night’s spell on 
all who breathe its rose-garden love- 
liness. The dainty pastel floral decora- 
tion and gold trim are fired on for 
permanence. Stands 4% inches high, 
beautifully boxed with silk tasseled 
gift folder. Only $2.95, postpaid from 
The Wilson Company, Dept. WR, 
Box 415, Santa Ana, California. Ideal 
gift for a girl who “has everything.” 
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FREE Illustrated book tells how all this can 
be yours for as little as $3.00 a week 
SEND FOR YOUR COPY OF 
FREE BOOK... TODAY! 
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Smartly Styled 
EARRING CASE 


Distinctive case for your collection of earrings 
is so designed they can be seen, selected and 
protected from dust. Case, including cover, is 
made of crystal clear lucite with genuine Hon 
duras Mahogany or Hard Maple ends. Perfect 
for the woman who has everything. Larger case 
(as shown), 9” x 4”, 3 rows, $5.95. Smaller, 
6” x 3%”, 2 rows, $3.95. Add 15¢ for packing 
Guaranteed to please 


KAY'S, Dept. 1S-1, P. 0. Box 213, Englewood, N. | 














it’s Easy To 


SET YOUR OWN RHINESTONES 


On Blouses, Oresses, Gloves, Sweaters, Scarfs, etc 


“BRISK-SET” RHINESTONE SETTER 


Post Paid ~eet ; 
50 ae a Doa professional job of 
glamorizing your wear- 


otones. ing apparel & accessories 
with this precision in- 
strument. The tool was 
made to closest toler- 
ances of finest materials, 
will last indefinitely. Just 
slip stones into cavity, 
place fabric between, 
press—and it’s done. At 
once you turn ordinary 
apparel into glamorous 
creations in no time at 
all 


« 
48 Rhine es 
or Half Boarie 





» Please Specify If You Want 
hy — oa Ph ns Vearts 

FRANCEEN’S 
115 W. Seventh St. 48 Additional Rhinestones 50¢ 
Plainfield, WN. J. 48 Additional Half Pearls 75¢ 
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hand 
wrought 
sterling 
silver 
scatter 
pins 


These handmade “twinkle toes’’ pins are an un- 
usual item. Limited production make them an ex- 
clusive gift. Made of the finest sterling silver. 
Pins are about 114" by 3%," each. Sent postpaid. 
Tax included in price. Satisfaction guaranteed. 
Send check or money order. Ask for free folder 
of other jewelry items. 


Special Offer $3.95 per pair 


Silver-Craft, P.O. Box 406, New York 36, N. Y. 








HANDY POCKET ADDING MACHINE 


For Christmas for 
front view the men of the family 


j get the simplest, fast- 

rear view . est. handiest pocket 
— ya adding machine on the 
(y is ae i market! Adds or sub- 
| ; tracts all numbers up to 
999.999.999 Imported 

from Germany! For men 

whose work requires many 

computations, this accu- 

rate, easy-to-use and eco- 

nomical computator is the 

ideal Christmas present 

Machine has fine custom 

finish like that of expensive 

German cameras and comes 

in handsome leather etui! For each machine send 
money order or check for $5 to: JB. Koehler 
Importer-Exporter, James Street, R.D. 6. Somer- 
set. Pa. Satisfaction guaranteed or money refunded 








. 








FOR REAL JOB SECURITY— 
GET AN 1.C.S. DIPLOMA! 


You study your own exact needs in 
your spare time, at your own pace. No 
interference with work or social life 


| C S 1.C.S. is the oldest and largest school 

. . * 277 courses. Business, industrial, en- 
gineering, academic, high school. One 
for you. Direct, job related. Bedrock 
facts and theory plus practical appli- 
cation. Complete lesson and answer 
service. No scrimping. Diploma to 
graduates. Write for 3 free books— 
*‘How to Succeed’’ gold mine plus Ca- 
reer Catalog plus free sample lesson. 
(Mention field of training desired.) 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 2808-F, Scranton 9, Penna. 
WRITE TODAY. 














Only by KILUING THE HAIR ROOT con you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 
you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 


NEW 
BEAUTY 
FOR YOU ~ 


MAHLER’S, INC, Dept. 85-T PROVIDENCE 15, R. I. 





EVERY 8 MONTHS on typing 
SAVE $116.66 time, ribbons, typewriters, 

repairs, stationery, etc. Send 
today for the contents that is guaranteed to SAVE 
$116.66. TEST the savings for 7 days. If satisfied, pay 
only $1, plus postage and sales tax. NO OBLIGATION 
if returned. 


T ES TE D 15115 Lanning Avenue 


PRODUCTS COMPANY Div. AA, Lakewood 7, O. 
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Sweeter than Springtime is this de- 
lightful pink pig (all covered with 
posies) and his haloed friend, Holy 
Cow. Both are little ceramic figurines, 
in pink with blue and gold-leaf trim. 
Other ceramic miniatures, not shown 
here, are available: A bum steer, a 
pink elephant, a flowered horse, and a 
lucky dog. Only $1.98 each, plus post- 
age. Please specify figurines wanted 
when ordering. Write Crowley's, Dept. 
TS-14, 100-126 Gratiot Avenue, De- 
troit 26. 


Mad Money Mite. File loose change 
for easy finding in its own petite coin 
compact. Made of translucent red Sty- 
rene to flag the eye from the bottom 
of a purse. Heart-and-flowers design 
on cover embossed in gold. Holds 
$3.24 in change. Cute for toe-of-stock- 
ing gifts. Each $1.00 postpaid, six for 
$5.00 postpaid. Write Ruth Brawer, 
Dept. 1S-3, Box 4035, Tucson. 


For Him! Unless you can't resist 
them for yourself. This authentic Coin 
of the Realm tie-clip and cuff-link set 
boasts the regal profile of GEORGIVS 
VI D:G:BR:OMN:REX F:D:IND 
IMP. And he looks quite handsome 
Smart new tie clip (only 1% inches 
long), and the easy-to-manage cuff 
links have a rich antique-silver finish. 
Complete set, $4.50, postpaid, from 
Delighttul Gifts, Dept. TS-88, P. O. 
Box 51, Hillside, New Jersey. 


Imported from West Germany to 
fill gift and grooming needs, tiny fitted 
sewing and manicure kits. Made of 
genuine black leather, softly sueded, 
with bright petit point insets. Just 
three inches high and less than two 
inches wide. Sewing kit contains scis- 
sors, pins, needles, and thread. Mani- 
cure kit holds scissors, cuticle shaper, 
file and tweezers. Only $1.25 each, o1 
two for $2.00! Order from Edith 
Chapman, Dept. TS-8, 50 Piermont 
Avenue, Nyack, New York. 


Collector’s Item. Truly unusual gifts 
for yourself or friends are these spar- 
kling crystal glass paperweights, 
brilliant with real butterflies. The 
butterflies are imported from all over 
the world—Africa, the Amazon, India. 
Their shimmering, sunlit colors will 
glow for years in all their natural love- 
liness. Each paperweight is three 
inches in diameter, available in the 
plain or beaded style. Priced just 
$3.49 a pair, $1.98 each. Order from 
“The Man Who Supplies Santa,” Dept. 
TS, P.O. Box 8052, Houston 4, Texas. 


The Horsey Set. Colt-and-mare cuff 
links with trimmed pin to match win 
first place in the fashion race. They're 
big, but not bulky, and they bring 
the dullest shirtwaist to life. Finished 
in sooty black with frivolous touches 
of color, they look like twice the 
price! Three-piece set only $2.50 post- 
paid, from Wit’s End, Dept. TS-33, 
221 Bellevue Avenue, Upper Mont- 
clair, New Jersey. 
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The gift that’s appreciated most is something you've made your 
self—something you've planned and stitched together to suit the 
taste and preferences of just that particular person. If you have a 
few blank spots after the names on your Christmas list (or your 
Christmas Club check isn’t stretching quite far enough), why not 
try making some gifts yourself? One of these pictured here would 
do any Santa Claus proud. 

The children (and many a full-grown “child”) will be delighted 
with this whimsical polka-dot pony or the calico cat. Each could 
be the pride of Santa’s pack, yet costs you little more than a yard 
of fabric. For the homemaker in the family or the girl who loves to 
cook, make this pretty apron with quilted potholder mitts that 
match the apron trim—just what the cake baker needs. Or a smart 
tiny-eollar blouse with femininely full sleeves is wonderful for any 
girl's wardrobe. Both mother and baby will be delighted with an 
adorable choo-choo bib, which will keep Junior clean as well as 
happy. You'll have a good time making these gifts. They're all 
Simplicity Patterns (the number shown along with the illustration) 
and can be obtained in most variety and department stores. 
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The Grand Opening of the 





Conducted by 
FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


ERE AT LAST is the challenge 

you have been waiting for— 

the opening of the big International 

OGA Shorthand Writing Contest. 

Join the enthusiastic shorthand 

writers who will compete for the 

1,001 beautiful trophies and awards 
offered in this event! 

If you like to write shorthand, if 
you enjoy a contest, if you would 
test your skill with other stenog- 
raphers, secretaries, students, teach- 
ers, and shorthand reporters—clean 
and fill your fountain pen or sharp- 
en your pencils, turn to the Contest 
Copy in the next column, and be- 
gin the practice that can earn prizes 
ranging from a_ beautiful grand- 
prize trophy to a job promotion! 

But first read the instructions 
given on the opposite page. Observe 
what is required of your notes to 
win, how your paper should be sub- 
mitted, and the closing date. 

“The other day,” wrote one sub- 
scriber recently, “I ran across an 
old copy of Topay’s SECRETARY an- 
nouncing a former OGA Contest 
that I entered, and in which I won 
a prize. The (Continued on page 51) 


40 





INTERNATIONAL 


OGA CONTEST 


Contest Copy 


Also. copy for December OGA Membership Test 


(See instructions on opposite page) 


og 


(Turn to page 51 for the Junior OGA Test) 
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Rules and Prizes for the A2Zd OGA Contest 


RIZES ARE AWARDED on shorthand 

style only. Notes must be written flu- 
ently and accurately. Do not draw the 
outlines. Write them at a normal speed. 
Pay close attention to form of curves, size 
ot ‘circles, length of strokes, and slant— 
and make firm, smooth notes. 

Prizes are given for both team and in- 
dividual effort. Ten or more entries from 
one school or office constitute a “team.” 
(If there are not ten entries, the papers 
are still eligible for individual prizes. ) 

The Grand School Prize, a beautiful 
silver loving cup, goes to the team making 
the highest score ot all three school di- 
visions of the OGA Contest; and a $100 
U. S. Savings Bond will be awarded to 
the teacher or group of teachers entering 
the winning team. 


School Division Prizes 


School teams will be entered in their 
respective school divisions: High School 
and College Division, Private School Di- 
vision, or Parochial School Division. 


The prizes to be awarded in each 
division are as tollows: 
First Place. First-Prize Trophy Cup 


team, and a $25 U. S. 
Bond to the teacher or 
of teachers entering the team. 


to the winning 


Savings group 


Second Place. Second-Prize OGA Ban- 
ner to the winning team, and a “Sweep- 


ster” Pocket Watch to the 


teachers. 


teacher or 


Third Place. Third-Prize OGA Banner 
to the winning team, and a Fountain Pen 
Desk Set to the teacher or teachers. 

(If more than teacher is repre- 
sented in a team, the cash prize will be 
divided equally. School cups’ are to be 
held by 
Any school winning a cup three times, 
however, retains it permanently. ) 


one 


the school tor one year only. 


Next Five Places. Prize-School Banner 
to the winning teams, and an Esterbrook 
Fountain Pen to the teacher or teachers. 


Next Fifty Places (all divisions): Prize- 
School Banner to the winning teams, and 
a Blue and Gold Enamel OGA Pin to 


the teacher or teachers. 


Honorable Mention Certificates will be 
awarded to teams with a score of 50 or 
better, as follows: Gold Seal, score of 
70 or better; Red Seal, score of 60 or 
better; Blue Seal, score of 50 or better; 
and a gold OGA Pin will be awarded to 
the teacher or teachers. 

Every team entered in the Contest 
will be considered for the Grand Prize, 
but the team that wins it is automatically 
taken out of competition for the First- 
Prize Trophy in_ its 
division. 


respective school 


Individual Prizes 


The Individual Grand-Prize silver lov- 
ing cup will be awarded to the writer of 
the best specimen received in the Contest. 


Winning this event automatically bars 
the winner from competition for first 
place in his respective division. 

All shorthand writers, except winners 
of first place in any previous OGA Con- 
test, are eligible for Individual Prizes, 
and every Contest specimen will auto- 
matically be put into competition for the 
Individual Grand Prize. 

Individual specimens will be classified 
according to the status of the writer, as 
follows: (1) Teacher, (2) Student, (3) 
Stenographer, Secretary, or Shorthand 
Reporter. Identical prizes will be awarded 
in each of the Individual Divisions: 


First Place. Small*Silver Loving Cup 
(a permanent award). 


Second Place. 
medal or lavaliere. 


Sterling silver OGA 


Third Place. Esterbrook Fountain Pen. 


Next Ten Places. Copy of Hutchin- 
son's Standard Handbook for Secretaries, 
with winner's name imprinted on cover. 


All Specimens rating Honorable Men- 
tion will receive the Gold OGA Pin. 


Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters; proportion in the length 
of strokes and size of 
facility of joinings. 

School teams are rated as follows: 


circles; and on 


1. Percentage of papers submitted from 
shorthand students in 
cligible to compete. 

 ] 


class or classes 
Percentage of specimens qualifying 
for OGA Membership. 

3. Percentage ol 
Honorable Mention. 

4. One point additional credit will be 
given tor each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed 
of Robert E. Slaughter, Henry Boer, Anne 
G. Kovacs, Katherine Schroeder, Gertrude 
Peters, Frances Sheridan, and Florence 
Elaine Ulrich, Contest Chairman. 


specimens awarded 


General Instructions 


Before preparing individual and team 
papers, read these details. They are im- 
portant to correct entry. 

1. The Contest copy on opposite page 
must be used by all contestants. 

2. Any good penmanship paper, pref- 
erably ruled, may be used. 

3. Pen (preferably) or pencil may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo of 
blackboard notes must be submitted in 
the Teachers Contest Division. 

4. Write at the top of the paper your 
name and personal address. If you are 
a student, give the name and address of 
your school State whether you 
already hold an OGA award. If you are 
a teacher, be sure so to state and to give 


also. 
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the full name of the school you teach in. 

If you are a reporter or office employee, 
give the name of the firm by whom you 
are employed and mark your Contest 
Copy “Stenographers Division.” 

5. Only one paper may be entered 
by any one contestant, but the Contest 
Copy may previously be practiced to de- 
velop contestant’s best style. 

6. Mail Contest entry to OGA Contest 
Committee, Topay’s Secretary, 330 
West 42 Street, New York 36, N. Y. Post- 
age must be paid at first-class rate. 

7. An OGA Contest Blank, properly 
filled out, must accompany School Con- 
test Clubs. obtain — this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped, — self-addressed envelope. 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January.) 

This Contest Blank is to be used in 
connection with School Clubs only. 


Teachers can 


8. No entry fee is charged. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
should be addressed to the Membership 
Examiner, Topay’s Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 15¢ with tests submitted for 
certificates, except for the Superior Merit 
or the Attainment Certificates, which are 
50¢ each. Pin awards are 50¢ each. 


10. The Contest closes March 1, 1955, 
and papers that reach us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 15.) Results will be announced 
in the June issue of Topay’s SECRETARY. 
No report on the Contest will be made 
(except mailing of prize awards and 
certificate reports on Membership ap- 
plications) other than that in the June 
issue of the magazine. 


ll. We repeat: ten or more students 
are required to constitute a team to be 
entered in any of the School Divisions. 
Only one team may be entered by any 
one school, although the students of one 
or more teachers may combine their work 
into one club representing the school. 
Schools having fewer than ten students 
eligible may enter them for individual 
student awards. All team entries are auto- 
matically entered in the Students Divi- 
sion, 


12. In order for us to rate school teams 
properly, teachers must state specifically 
which entries are from Junior students 
and which from Seniors. A Junior shall be 
a student in the first year of a two-year 
(or longer) course or one who shall have 
had not more than five months’ instruc- 
tion in a private school or in an intensive 
one-year course in high school or college. 

“Review” students or postgraduates 
must be entered as Seniors, regardless 
of the length of time they have been in 
their present school. 


4] 




















DECEMBER 


To cor pute speed, note the number indicated at the end of the last 1 










COMPETENT 
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TYPIST TEST 


ve you copied completely and add 1 for each additional 5 strokes typed. To get gross 





speed, divide total by number of minutes; or, to get net speed, subtract 10 tor each error belore dividing by number of minutes. 
i Py : / Fl U 
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Come back with me tothe horse-and- 7 Because we had little farming equip- 315 
buggy days when our roads were mere- 14 ment, we learned to do things the hard 322 “ 
ly beaten tracks with high and grassy _ 22 way; but we took the hardening process 330 A 
ridges in the center, where the fences __29 like Spartans. With frost lying white 333 y, 
were bordered with hazel bushes and © 37 on the ground, and still half asleep, we 346 
wild grapevines hung from the trees 44 hurried outtothenight pasturetorouse 355 me 
along the wayside. 48 the cows for the morning’s milking, 302 
We lived in such a different world! 55 pausing to warm our bare feet on the 369 , 
And we learned to appreciate nature _ 63 earth where the cows had lain and blow- 377 2 
and the common things that many boys 70 ing our breaths into the frosty air. 384 
and girls of today are too rushed either 78 Then, to balance ourselves on our one- 392 7 
to see or to understand. We welcomed _ 386 legged stools, we would press our heads 40 y 
: the cooler days that followed the long, 9% against the cow and start milking. 407 
I) hot summer, for they brought harvest- 101 Two kittens and a hen with three 41 e 
iN time. 102 chicks (a late summer hatch) shared a 421 eS 
I" Long before, we had noted the hick- 109 nest in an empty stall. The hen clucked 430 
. ory and walnut trees along the river 117 proudly as she led her brood to a basin 438 4 
that would bear the finest fruit; and, as_ 125 of warm milk. The dog Watch, who 44s y) 
the leaves turned yellow, we eagerly 132 was always a gentleman, waited until 452 
waited for the first frost, when the nuts 141 they had slaked their thirst. 458 " 
would fall, fearful lest others would 18 We had our music recitals, but usual- 465 ; 
beat us to the harvest we had staked 156 ly in the evenings. There was the chirp- 473 Ps 
; out as our own. 159 ing of the crickets and the sound of the 481 , 
; Nature painted the woodlands for our 167 small insect and animal life as it swung 490 
: pleasure, and its beauty gripped our 174 into action for the night. We had never 498 
i hearts. We recognized the yellows of 182 heard of modern music to calm the 505 ms 
the willow and the browns and reds of 189 dairy herd; but we recited to the cows 512 2 
the oak, the scarlet of the maple and 197 snatches of poetry that we had learned 520 
the wine of the sumac. We followed the 205 at school and sang everything we knew _ 528 % 
winding river—we knew where the big_212 to them, and they seemed to enjoy it! 536 . 
bass sunned themselves along the rocky 220 After school was out, we helped pick 543 
shelves, and where the best holes were 22 the corn and gathered the pumpkins 550 . 
to fish for croppies and suckers. 235 that Father had planted throughout the 558 ‘ 
Bittersweet was ours for winter bou- 212 field, storing them in the rear of the 566 
quets. We gathered the wild plums and 250 wagon bed. We harvested the garden 573 
hard, green wood apples; and, when 237 vegetables and the winter’s supply of 581 J 
frost sweetened the wild grapes, we 264 potatoes, and filled the woodshed with _ 588 
proudly carried them home for winter 271 dry wood for the stormy months ahead. 59% ‘ 
jellies and juices. How we gloated over 279 And so, with an apple in each shirt 603 
the glasses of grape and chokeberry 287 pocket and our pants pockets bulging 611 
jelly Mother had already made for 293 with cracked nuts, we gloried in the 618 ; 
morning meals next winter. The taste 301 fall months and could not help but 62 ( 
still lingers fondly in memory. 308 praise God for the bounties of His love. 633 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Lydia Whitman 
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TRANSCRIBING 


SPEE D 


PRACTICE 





The material below is the same 


—— 


as the C.1. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
rom shorthand, Compute your rate on this word-counted material in the same way you 
I y 2 


do when typing the C.T. 
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The Vanishing Corpse 


One lovely fall day ~ Go ~ 


Pag an 


eG eae 2—- —~ i - 
es a a ie eile 


This m: 


Ilow fast can you read shorthand? You can probably speed through this page, which is based on Chapter 
aterial is counted in groups of twenty “standard” words each, so that you can estim: 
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s One through Eight of the Manual. 
ate your reading speed. 
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What Are You Making? 


Isn’t it strange that princes and kings 

And clowns that caper in sawdust rings 

And common folks like you and me 

Help to make up Eternity? 

To each is given a bag of tools, 

A shapeless mass and a book of rules, 

And each must make, ere life is flown, 

A stumbling block, or a steppingstone. 
—Selected 











New York Public Library 
Fifth Avenue at 42nd Street 
New York 36, New York 


Attention: Reference Librarian & 





@xte 
Gentlemen: 

hire 
I ameny-eagerto determine the origin of the short 
ee I am enclosing. You will notice that it is 


idenfified simply as ““Selected.*” I need to agcertatim 


if it is possible to do so-— Vg find oo, 


a ——. 
.\ Thé name of the author 


The date the poem was written 
| Facts about the author's life 





We have searched through Bartlet Familiar Quotations 
without success and hope that your other ,resources may 
enable we neeg. — 








Ro Me OLD_ the 
We should like to use the second verse in the advertis- 
ing of one of our products, but we realize that we cang- 
not do so withoutasseerteisninge wha ermissions are 
necessary — a Any tees that you can 
give us in Zracing the origin and ship of this 


poem will be greatly appreciated. 





Cordially yours, 


(siteovsain Manager 
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OAT 
JSUNIOR 


Type this poem on a full sheet of 
paper, in two-stanza form. 

To win an award, copies must be 
(1) neat (type clean and 

clear) and well placed. (2) with- 
out strikeovers or ty po- 

eraphric al errors, (3) properly 
indented throughout, (4) double 
spaced between paragraphs even in 
single-spaced material. and 

(5) correctly spelled and 

prune tuated. 


It may be retyped as often 
as you wish. Then send us the best 
specimen that you type. 





ro GET YOUR AWARD 


Mail sour work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street. New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate: 50) cents 
for each OGA. OAT. of 50-word 
CT pin: 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Decem- 
ber copy is good as membership tests 
for OAT. CT (page 12). and OCGA 


awards until January 20, 1955. 








OAT 
SENIOR 


Senior candidates must 

submit the complete production proj- 
ect the corrected lette: 

(from the rough draft alongside) and 
the enclosure to accompany it, 

which appears at the bottom of the 
page as the Junior test. 


Plain paper may be used for both 
parts of the project—a letterhead, 
if you prefer | printed or 
typewritten). for your copy of 

the rough draft. 


You may practice the material until 
your specimen represents 


your very best work. 
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Edueation Terms 


academic yeor Oe 


accredited 


acoustic rae 
addenda O 


advisory committee Z- 


agricultural college yy 


alphabet C q 


alumnae Q 


American Association of ——=- 2 
Schoo! Administrators 
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analytical —-7~— rary 
apparatus ez, 


9 G4 


aptitude test a 2 


articulated @ eo 


apperceptive S 
apprentice 


5 
assistant professor LG 
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ataxic oe —_ 
1.2 


auditory «~~ 
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baccalaureate , oe, 


behavior 


board of examiners 


<O .. 
board of education 7 . 
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oa 
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certification €-7 


chancellorship se 
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co-efficient 7 


collegiate zg os 
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comparative GZ? 
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conditional 


\t 
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ae 
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co-ordinate 


corrective 


correlation og ater 


counselor 


_ a 
course of study —ayr v 


culminal —»n———+._— 
cultural —,~~+—— 


curricular —> 07 
curriculum mr.~ 7 


—~_p 
decentralized em 
demagogue ~~ of 
democratization | PE" 


demonstration ~~ 


depart mental Fat 
departmentalization Cf 


46 


Compiled for Today’s Secretary by Marjorie da Costa 


developmental (Le. 
— 9 


diagnostic Bas ee 
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disciplinary 
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dissertation er 
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doctoral — 
Doctor of Pedagogy Fs 
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environmental! 
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ethics iy 


evaluation 


exchange student 
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extrocurriculor your 


extrinsic ga ?2- 


faculty C= 


fiscal adequacy a 


experimental 


mi Paid 
flexible 


formal cS 5 “ar 


formalism <2—+_-2 — 


formula 7 ~. 7 
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—— 
honorary degree <+~» Fad 


humanism y2——3_ — 


ideology ox 


individualized Z 
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institutional_, 4¢_— 
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Rega 


instructional 
integral 


integration > a4 
intellectual —-“——7 “——— 


intelligence quotient oa / yY 
interscholastic AG 


. oO 
intramural “— 


investigatory — 
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junior aaa “2... 
junior high school i Onn 


kindergarten poe at wa 


kinetic wa 


laboratory — + 


low’ —G 


language 
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lecture W #7 
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midyear examinations _ ~~ = 
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motivation as cy) 
motor development ot om - 
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nonresident _ 
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normative — ¥, 


observational 


naturalism — 
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off-campus , 


orientation 7. Py 
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pedantic 
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perceptual C 
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phonetic Lye 


physical education DY foe 


postgraduote 
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preparatory school ‘ (ek cal 


preprimary 


pragmatism CG 
preceptoral 


prerequisites 


preschool C 
probationary 


professional ethics 


professorial _ 
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in GREGG SIMPLIFIED 


projective 


provisional license 3 


psychological De o-= 
questionnaire “2. 


“7? 
quotient zy 


progressive education ae Fas 


ratio 


recitation <« BT 


refresher course 7 ~Cy 
registrar — “ 


yur 


registration\7 
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retardation _m 


Rorschach test ce Lo ra 


remedial 
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BEAUTY BUYS 


for Christmas giving 





Coty’s beautiful Golden Swan carries a 
lovely perfume purser with one of fou 
L’Aimant, L’Origan, 
“Paris,” and Emeraud; $2 each, plus tax. 


Coty fragrances 





Breck’s glamorous gold-colored hair brush 
has sturdy boar bristles to do a beauty 
job for many years. Gift boxed, $4.50. 





The topping in this cute little red and 
white boot is Alexandra de Markofl’s 
Tribute toilet water, 2 ounces. A bounty 
of Christmas cheer for $3, plus tax. 





This new DeVilbiss atomizer locks in the 
beauty of perfumes; it’s leakproof and 
evaporationproof. In colors, or gold on 
silver crackle. $5.95 (no Federal tax 





Beautiful crystal and gold filigree Christ- 
mas ball contains a one-ounce bottle 
of Jacqueline Cochran’s Shining Hour 
essence. $1.25, plus tax. 





Apple of Eden, Lentheric’s new true-red 
lipstick comes in exotic Garden of Eden 
case, replete with apple-bearing serpent. 
$2, plus tax. Regular case, $1 plus tax. 


1S 
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Frosty ski-lodge package contains Sports- 
man lather spray (new pressurized shave 
cream) and Sportsman Toddy Stick (solid- 
ified after-shave lotion). A happy pair to 
please the meticulous male. $2, plus tax. 





Plastic piggy bank is filled with Cutex 
manicure necessities, including cuticle 
remover, polish and_ polish remover, 
and a matching lipstick. $1.50, plus tax. 





THE TOO-BUSY BOSS 


(Continued from page 4) 











1954 


SARA WAS AWARE that Mr. Bedell 
always read everything that came 
before him—she had plenty of evi- 
dence of that fact. So, since her 
attempts to speak to him about 
relieving him of various duties got 
her nowhere, she prepared a short, 
well-organized memo. 

In the memo, she wrote that any- 
one right out of school could per- 
form the duties she was being giv- 
en and that she thought he was 
paving too much for her services. 
(She knew he watched cost and 
budget figures and thought. this 
might get his attention. ) She added 
that she had taken several letters 
from his morning's mail that she 
thought she could handle for him. 
She attached her answers to them. 
She did not want to presume too 
much, she said, but she had studied 
his stvle and tried to follow it. 
(Goodness knows, she'd had plenty 
of time to study his stvle.) Also, 
that her three months on the job 
had given her an opportunity to 
know company policies. (She had 
almost memorized the style manual 
and she knew the names of all the 
big brass.) Would Mr. Bedell tell 
her what he thought of the letters? 
With a little practice she thought 
she could handle some of the rou- 
tine correspondence. 


AFTER THAT, she listed several other 
duties that she thought she could 
handle immediately—making con- 
ference appointments, sorting his 
mail, doing some of the research 
necessary in the preparation of his 
reports, and so on. Mr. Bedell was 
delighted with what Sara had writ- 
ten, and he gradually gave her 
more and more responsibility. But 
he had had to be shown! 

In fairness to Mr. Bedell and 
others like him, there must have 
been reasons for his reluctance to 
turn over important duties to a 
new secretary. Perhaps he had been 
unfortunate in his choice of other 
secretaries, Perhaps higher-ups had 
called Mr. Bedell to task for errors 
committed by his previous assist 
ants. Too, many young stenogra- 
phers and secretaries are impatient 
to be given responsibility before 
they are ready for it. But responsi 
bility, like respect, must be earned. 
It cannot be demanded. 
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TESSIE ASKS EXPERTS 


(Continued from page 7) 








pursued our education even though it 
was a little later than many do. 

Are you familiar with what Bruce Bar- 
ton tells us in an interesting article on 
Study? “Whatever you achieve before 
vou are twenty-five,” he says, “is not of 
any special credit to you. Your achieve- 
ments are due simply to the schooling 
your parents made possible for you— 
schooling that did not call for any sacri- 
fice from you. Any advancement you gain 
in this world after twenty-five, though, 
must come from your own hard work. 
Every year, really big and important men 
make sure that they will keep growing. 
They say, ‘1 am going to master one new 
field this vear. | am going to pursue a 
field of study that will help me build up 
my earning power. . 

I most certainly want to encourage you 
to go on with your education, since you 
have the inclination. 


e Tessie: Miss Hutchinson, a young 
lady from Chicago writes, “We had occa- 
sion to discuss the use of hyphens for 
certain types of words. For example, 
should free will be written as one word 
x with a hyphen when used in an ex- 
pression like “free-will offering’? 

“Webster (1948 edition) says it is one 
word when it is used as an adjective. 
However, on page 63 of the booklet, 
Letter Perfect, the Secretary’s “Steady” ’ 
put out by Dictaphone Corporation ), it 
says. “If such compounds are used as 
idjectives, a hyphen must be inserted: 
An air-cushioned tire, cash-register ma- 
chine, chain-store sale, dead-heat race, 
free-trade advocate, ice-water pitcher.’ 

“I have always felt that Webster's Dic- 
tionary should be the final authority, and 
vet 1 know that common usage can 
change what were once hard-and-fast 
rules. It seems more logical to use the 
hyphen in this case. Your comments will 
be appreciated.” 

IlurcHiInson (business English): We 
don’t wonder that you are confused about 
the lack of uniformity in regard to hy- 
phenating or nonhyphenating of com- 
pound adjectives before nouns. This 
problem faces editors constantly. 

As you know, the rule is, “When two 
or more words are used as a one-idea 
modifier before a noun, the expression is 
hyphenated.” This rule would surely 
seem to cover “free-will offering.” How- 
ever, there is a whole list of words that 
Webster makes one word as an adjective, 
two words as a noun. Webster still gives 
the adjective, freewill, as one word. 

Our advice would be not to become 
too compound-adjective conscious. Go 
ahead and insert hyphens in accordance 
with the rule; but, when you happen to 
hotice a variation by Webster, then fol- 
low the preferred style. No one can be 
letter-perfect always. 


® Tessie: One of our readers, Doctor 
Hanna, has the responsibility of seeing 
that all the bills her firm receives on 
Which cash discounts are allowable are 
paid before the expiration of the discount 
period. She finds she wastes so much 
(Continued on page 51) 


OFFICE SHOPPING 





T THIS TIME OF YEAR we've 
an idea that your office shopping 
is pretty well limited to equip- 

ment for the office grab bag. Perhaps 
your boss has asked for help in select- 
ing gifts for business acquaintances, 
too. We hope some of the discoveries 
we've made will help! 


Lazy Desk Susan. A marvelous gift 
for the boss—or maybe he'll give you 
one to eliminate the clutter of tiny 
bowls and boxes atop your desk. Re- 
volving tray has seven small compart- 
ments for supplies—stamps, paper 
clips, rubber bands, keys, etc. Made 


of fine quality leatherlike fabric. Gold- 
tooled lids are hinged and dustproof. 
Six inches in diameter, two inches 
high, and it spins! In brown or green. 
$4.95, postpaid, from House of Schil- 
ler, 180 North Wacker Drive, Dept. 
68k, Chicago 6. 


Sneak-a-Peek Paperweight. Clever 
is the word for this double-duty, mir- 
ror-topped paperweight. It lies flat or 
sits firmly on any side, to be used for 


a quick check on your appearance 
without attracting notice. Three inches 
square, in 24-carat gold-tooled leath- 
er. Red, brown, or green. ( Please give 
second color choice.) $2.95 postpaid 
from Treasure Mart, Dept. TS-35, 93 
Treasure Mart Building, Hillside, New 
Jersey. What career girl wouldn't love 
this! 


The Morris Twin Safe-T-Set is ideal 
for busy executives (or their busy sec- 
retaries) who use two colors of ink or 





two styles of pen points in their work. 
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This modern desk is compact and engi- 
neered to be leakproof and spillproof. 
Pens are equipped with Morris hard- 
tipped points for long wear. Each well 
holds two full ounces of ink. In eight 
rich colors. Only $7.50 for the set. Ask 
for it at your stationer’s, or write Bert 
M. Morris Co., Dept. TS-99, 8651 
West Third Street, Los Angeles 48. 


Handy for reading tiny print in 
telephone books is this clever pocket 
magnifier. Mechanical pencil handle 
is right in the hand for notations—and 





there’s an eraser, in case of error 
Comes in a rich plastic case, 24-carat 
gold-tooled. $1.50, postpaid, from 
Bodine's of Baltimore, Dept. TS-3, 
144 East Belvedere Avenue, Baltimore 
12, Maryland. A thoughtful gift for 
anyone who has difficulty reading 
small print. 


Scenta-Ribbons. Here's something 
unique in gift ties—pine-scented rib- 
bons to lend your gifts the delightful 
perfume of an old-fashioned Christ- 
mas tree. Of antique white, the 9-foot 





lengths regularly sell for 10c¢ each, 
but a special offer to lucky TS read- 
ers enables you to get 25 of these 9- 
foot lengths for only $1.00 postpaid! 
Write Gaylord’s, Dept. TS-90, 1 Chase 
Hill, North Adams, Massachusetts. 
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DICTATION IN) DOODYVILLE 


(Continued from page 11) 





thousand letters arrive, addressed to Howdy or to Bob 
Smith. The personal and the most important business 
ones are Pat’s concern. Two other girls handle the rest 
of the mail, take care of the filing and the broadcast 
tickets. 

Bob Smith, who was the creator of the Howdy 
Doody program, is a happy boss and a busy one. Pat 
likes his sense of humor. “It’s important that I under- 
stand it,” she remarks, “because I know what he laughs 
at and what he thinks is funny. It counts both for pur- 
poses of the show and for personal relationships.” 
Then she adds, her own eyes dancing, “This makes 
it ideal for his secretary.” (It makes it ideal for the 
boss, too! ) 

Pat finds herself taking dictation anywhere, at any 
time. It mav be during a five-minute break in a re- 
hearsal. It may be hurrying down a hall as she tries 
to keep pace with her energetic boss, or leaning against 
a piano at which he is seated. 

Sometimes he simply tells her what his reply should 
be and the general flavor of the letter. Pat must then 
write that letter to sound as if Bob Smith had dictated 
every word. Like many another busy secretary, she 
has worked out a system of flexible forms that can be 
adapted for some of the acknowledgments, accept- 
ances, refusals, and thank-yous. 


PAT IS ABLE TO WORK LONG HouRS because she enjoys 
her job. In addition to the usual secretarial duties, she 
may see visitors for Boly Smith and Howdy, go to con- 
ferences with Bob, and sometimes attend for him the 
preview of a new movie to which celebrities are in- 
vited and their opinions asked. 

Among her daily concerns may be the supply of 
Jingle Jungle Jumping Beans or a Tootle-stick that 
will make music to start any listener dancing. She may 
ponder over the Mystery of the Rocking-Horse Pony 
or the arrival of the good ship Wishy Washy. 

Pat has to divide her working day now that Bob 
Smith has, in addition to the Howdy Doody program, 
a daily radio series called the Bob Smith Show. She 
is busier than ever and finds herself coming to work 
earlier and staying later these days. Eight-fifteen in 
the morning finds her ready with notebook and pen, 
and she seldom leaves until well after six. 

At each Howdy Doody show, fifty children sit in 
the famous Peanut Gallery. Before Pat’s other duties 
were increased, it was part of her job to take care of 
them. “I'll never forget the wonder on their faces and 
their love for Howdy,” she remembers, “One tiny tot. 
finding it impossible to believe she had seen an actual 
performance, rushed out after the show shouting, 
“Quick, Mommie—let’s hurry home so we won't miss 
Howdy on television!” 

Bob Smith nicknames every member of Howdy’s 
staff. “That's the way he is—so full of fun that the long 
hours of work are more like play.” Even when Pat's 





mother came to New York and visited the show, Buf. 
falo Bob promptly nicknamed her Milwaukee Rose, 

His fondness for nicknames has made Pat a kind 
of celebrity in her own right. Long ago he nicknamed 
her Sheboygan Pat because she was from Wisconsin 
and he liked the sound of Sheboygan. Before broad- 
casts. he would introduce Pat by her nickname to the 
children in the Peanut Gallery, telling them she would 
sit with them’ during the show. Soon. during the silent 
Old-Time Movies, for which he supplies a running 
commentary to the kids, he began picking out one of 
the characters in the film (“just any old one,” Pat 
says) and calling her Sheboygan Pat. A few weeks 
later, the little audiences, now familiar with Sheboy- 
gan Pat from watching the Old-Time Movies at home, 
were ecstatic when they met her in the studio; and 
they began asking for her autograph. 

One year when she went home on vacation, a news 
item appeared in the Milwaukee Journal saying She- 
boygan Pat was visiting; and an interview with her 
followed. Thus, Pat became a home-town celebrity 
as well. 


PAT HAS GROWN USED TO THE SPOTLIGHT, but she hasn't 
lost her modesty. Only when pressed, will she admit 
that she has just been given new responsibilities. 
Added to her other duties are those of associate pro- 
ducer for the Bob Smith Show. “It’s all part of the 
same job; just a litthke more added to it.” she says, 
“such as working more closely on production details 
and giving time cues from the control booth.” 

“Tm so happy at my job that Id like to tell every 
girl to get into the field she enjoys most. even if it 
means taking something that seems second-best. like 
my cue-girl start. It may turn out to be Best-of-All if 
she works hard.” she says characteristicallvy. 

Pat hasn't forgotten someone who has helped her 
come this far—the fellow-student in Denver who shared 
her enthusiasm for learning and growing. and _ for 
doing a good job. Alan Ludington is now not only an 
ABC Film Editor, but also a free-lance Film Producer. 
He. too, has found success—and a bride. A few months 
ago Pat became Mrs. Alan Ludington. 

Pat likes the bustling activity of the studios, and her 
nimble mind keeps pace with the mounting excitement 
just before the “On the Air” signal flashes; but she 
never loses her relaxed efficiency. 

Between rehearsals recently, Pat (wearing a pink 
suit and looking very much the bride that she is, but 
displaying the poise of an experienced secretary) 
listened to excited laments about a tardy script. She 
had to wait while the problem was argued by two 
upset members of the staff. As soon as they paused, 
she reassured them, “I'll send the material out special 
delivery. I've already checked the time for sure arrival. 
It will be there by nine o clock Friday morning. Every- 
thing will be all right.” 

Howdy Doody is always sure everything is all right 
when Pat’s around. Perhaps that’s why he’s so relaxed 
in his performance and has such a happy chuckle. 
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Continued from page 49) 





time checking the unpaid invoices each 
dav to determine the ones that should be 
paid on that date that she wonders it you 
could suggest a simpler, less time-con- 
suming method. 

Hanna (bookkeeping expert): There 
ire two ways to handle this work: (1) 
Set up a series of file folders numbered 
] through 3l1—one file folder for each day 
of the month. When an invoice is re- 
ceived, file it in the folder corresponding 
to the date when the check should be 
written to insure payment within the dis- 
count period. It is then a simple matter 
to remove from the invoice file each day 
the folder for that particular date, and 
in it you have all the invoices to be paid 
on that day. 

2) If not expedient to file the invoices 
themselves chronologically, set up a card- 
tickler file. Prepare a card for each in- 
voice as it is received. Place on the card 
the following intormation: Name of the 
company, amount ot the invoice, dis- 
count terms, date the invoice is to be 
paid, and where the invoice is filed. File 
the cards in a tickler file according to 
payment date. Thus, the cards behind 
each date guide will show what invoices 
are to be paid on that date. 











Words 


(Key to teasers on page 22) 


SPELL ‘THE WORDS 


l. trail, vague, 3. quite, 4. cease, 
3. seize, 6. mode, 7. suit, 8. ache, 9. 
height, LQ, vaugde, 


CHOOSE THE CORRECT WORD 
l. among, 2. fewer, 3. shall, 4. all- 
round, 5. take, 6. as it, 7. 


8. he, 9. Let, 10. that. 


provided, 


WHAT'S THE MEANING 


1, One who receives—employment. 2. 
Among—the office staff. 3. A specialist— 
in music, 4. Down—to put down. 5. Away 

to put out of possession. 6. Betfore— 
existing before. 7. half—yearly. 8. Previ- 
ous—thought. 9. Again—to organize again. 


10. Resembling—a_ book. 


THE GRAND OPENING OF THE 42D ANNUAL 
INTERNATIONAL OGA TEST 


(Continued from page 40) 





fun of practicing for that contest 
and the thrill of receiving the prize 
came back to me vividly and makes 
me want to trv again. So | am wait- 
ing—not too patiently. I fear—for 
the next Contest announcement. 
When will that be?” 


STILL ANOTHER READER—a young 
man serving as a second lieutenant 
in the United States Air Force over- 
seas—writes this: 

“Each time my name is listed 
among the winners in the OGA 
Contest, I receive shorthand letters 
from Gregg writers all over the 
United States and other parts of the 
world. Some. of these letters have 
led to meeting wonderful people 
and developing worth-while friend- 
ships. There are many benefits to be 
derived from your OGA Contest 
besides the invaluable practice that 
keeps one fit for any shorthand as- 
signment.” 


Ir is Now YOUR turn to take a 
hand in this Contest. If you are a 
student, tell vour teacher of your 
desire to enter, and she will help to 
organize the team. Then practice 
the Contest Copy again and again, 
striving to improve the fluency and 
accuracy of your writing. Have the 
Contest Copy dictated to you oc- 
casionally, and notice how much 
more easily you can take the dicta- 


tion after vou have spent some time 
in practice for good notes. 

If you work in an office, you can 
win an individual prize, or you can 
enter a team of ten or more short- 
hand writers from your company 
and try for one of the club-prize 
awards. A winner's Cup, a Prize 
Banner, or an Honorable Mention 
Certificate will look mighty fine in 
the trophy room! 

We hope shorthand teachers and 
shorthand reporters, too, will take 
advantage of this incentive to brush 
up on their notes. The Contest of- 
fers an excellent opportunity to see 
how your work compares with that 
of top shorthand writers. We'll be 
looking for entries from all of you. 


A THOUSAND AND ONE worth-while 
awards are waiting to be delivered 
to new niches and corners all 
around the world! This Contest will 
be won by shorthand writers who 
have learned to write good notes— 
notes that you and I can read 
fluently and perfectly. That is the 
only requirement. 

Suppose you begin your first writ- 
ing practice today. Practice for a 
half-hour each day. Keep your first 
effort and compare it with your 
final specimen. The improvement in 
your writing will thrill you—and 
there may be other benefits and 
honors to come! 





SUNTOR OGA TEST 


(Use copy on page 40 for December OGA Membership Test as well as Contest Copy.) 
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SHOULD IT BE “A” OR “AN” 


a: 2, 5, 6, 8, 10. an: 1, 3, 4, 7, 9. 


SYNONYM HUNT 


. l. begin, 2. obtain, 3. offhand, 4. huge, 
9. about, 6. yet. 7. polite, 8. funny, 9. 
spread, 10. sincere 
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TODAY’S MODERN TYPEWRITER 


TYPE CLEANER 


Safeguard ‘’Lowston’’ Dry 
Rubber Tool eliminates the 
use of messy liquids. Keeps 
type shiny as silver. The 
most wonderful improvement 
in typewriter type cleaners. 
Long lasting. Size for all 
typewriters. Write for in- 
formation today. 


SAFEGUARD CORPORATION, Lansdale, Pa. 














77 FOR IMPROVEMENT OF NOTES! 
GREGG SHORTHAND CORRECTIVE SLIDE 


Use the “overseer” in your practice for better notes. 
Correct shorthand forms in bright red ink on clear cel- 
lulose acetate, when superimposed on your writing, will 
show every flaw in formation, slant, and proportion. 
Just what you need in your practice on the OGA tests! 


HANDY AID 


The Shorthand Corrective Slides are available in 

either Anniversary or Simplified Gregg. They are 15c 

each, or $1.50 a dozen. Help yourself to become a better short- 
hand writer by ordering a Slide today. 


GREGG MAGAZINES DEPARTMENT 
330 West 42 Street, New York 36, N. Y. 
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Colors can do much to make life more interesting. 
When you wear a dark or dull shade, liven it up with 
a few colorful touches. Bright colors shouldn't be over- 
done, however—a vivid royal blue suit with a fire-red 
blouse is too much—but bright accents will smarten up 
a dark outfit. For best results, if your costume color 
is light, accent it with dark accessories. 


BUT EVEN THE SHARPEST OUTFIT and the prettiest colors 
can't look smart unless you're neatly groomed. The 
standards of good grooming are well known and are as 
much a basic necessity to modern living as the bow 
and arrow was to the Indian. Yet every day we meet 
people who slip up. When it comes to good grooming, 
don't settle for anything less than perfection. Below 
is a list of grooming shortcomings voted most objec- 
tionable by a male panel. How would you rate? 
This is what the men dislike in women’s appearance: 
1. Being inappropriately dressed for the occasion 

Mixing sport and dressy clothes and accessories 
Wearing poor color combinations 

Wearing clothes that do not fit—too tight or too 


loc sec 


He CF lY 


5. Sheer blouses that reveal a network of straps 

6. Soiled collars or blouses 

7. Slip showing below the hem 

8. Crooked seams or wrinkled hose 

9. Run-down heels, unbrushed or unpolished shoes 
10. Wearing too much make-up or applying it poorly 
11. Dirty fingernails or chipped nail polish 

12. Fingernails that are too long, or nails that have 
been bitten off 

Too long, too bushy, or too stringy hair 


ws) 


14. Too fancy or extreme a hairdo 
15. Coming to work with hair up in bobby pins or 
curlers 
16. Overloaded handbags 
17. Body odors 
18. Too much perfume 
19. Applying make-up in public 
20. Failure to remove superfluous, unsightly leg or 
underarm hair 
As you go about during the day, notice the people 
who strike you as being smartly dressed. Try to an- 
alyze what makes them so attractive. Is it their posture, 
the colors they combine, the styles they select, how 
they wear their accessories? Or just what makes them 
outstanding? Try to become style and grooming con- 
scious yourself. Don't blindly copy a friend or some 
celebrity, even if you are the local president of her 
fan club. Your personal appearance should reflect 
your personality and should be determined by your 
particular features and figure. Let that all-important 
first impression tell what a wonderful person you are! 
[Parts of this article were based on material in Personality 


and Human Relations in Business, by Rice, Sferra, and Wright, 
published by the McGraw-Hill Book Company.] 











BEING YOUR BOSS’S PRESS AGENT 


(Continued from page 25) 





have seen what happens when prints are unknow- 
ingly shuffled in a_ publication office: The wrong 
name, or even the wrong article, appears under the 
picture. Funny, maybe—but not for those concerned. 
Such cases of mistaken identity can be avoided if 
the name appears on the back of each print. A word 
of caution, however—write lightly, preferably in the 


photo margin. If vou’re not careful, the impression 


of your writing will show through and may mar the 


picture. 

Next, you will want to write a covering letter to 
accompany the story and print. This will be addressed 
to the editor of the newspaper or trade journal un- 
less you know the name of the person who handles 
publicity stories. If so, address the letter to him per- 
sonally so that your story will receive quicker attention. 

Your covering letter can be short and sweet. It 
will mention that a publicity story and photograph 
are enclosed. It will ask for co-operation in running 
the release, and it should express appreciation for 
this courtesy. 

If your news is going to many papers, it may be 
advisable to have the release and the covering letter 
mimeographed. For a short list, it is more economical 
to type the required copies. 

Each copy of the release, letter, and print should 
be clipped together carefully and inserted (with a 
piece of chipboard to prevent bending) into a 10 by 
12 mailing envelope. Type up the label; weigh and 
stamp the envelope, and sit back and let Uncle Sam 
do the rest. 


THERE YOU HAVE THE BASIC STEPS to be followed in 
getting out a simple news release. However, releases 
on industrial machines or new products require spe- 
cial consideration, although the same fundamental 
procedure is followed. You will probably get your 
facts from the plant engineer or the research depart- 
ment. Instead of a portrait photographer, you will call 
in a commercial photographer to take a close-up of the 
machine. You will ask him to retouch the photo if 
necessary before having glossies made of it. Retouch- 
ing removes blemishes and often snaps up the picture 
considerably. 

The list of publications for an industrial release 
is usually long, so it is advisable to mimeograph 
copies of the story and the covering letter. Some 
firms eliminate this letter. Its use today is optional. 

After your release is in the mail, you will prob- 
ably wait impatiently to see it in print. Don't be 
disappointed if it doesnt appear just as you wrote 
it! Editors delete and rewrite, so something you 
thought clever or particularly interesting may be 
missing. But, don't feel let down! It happens to pro- 
fessional writers, too, And, you'll agree that there’s 
a great deal of satisfaction in seeing even part of 
your story in print. 
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PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to handle. Hands 


do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Write for Free samples on 
your letterhead to 


Department S 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


YVQE,TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!” 










oY Blank Insert ° 
Strips 





; “For Titles! 7 









“L Am 
Accurately a ? " 
Spaced | SaVeS 56% Typing Time 
For on Typing 1, 2 or 3 Line Titles 


|| Typewriter Use.” 





e Typing is Faster, Easier. 

e Always On a Straight Line! 
a e Titles Are Neater, Cleaner: 
| . e Ends The Need For Tedious, 
| AICO Fatiguing Soft Roller Work. 
Exclusive! s / 








EASY \10| cur [10 [aw DESIRED | 
Se ET a | } 
sl NO SOFT ROLLER REQUIRED . 


r\~ J 
IT’S THE SPACING THAT DOES IT ral S 


The new AICO TYPERITE TABBING has ~ 

blank inserts spaced exactly 2 and 3 picas deep to permit 
use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 











MUSIC IS HER BUSINESS 


(Continued from page 15) 











3b O% more speed in 730) days 





Inexpensive NEW way. for ANY ste- 
nographer. regardless of present speed ! 
Improve, by yourself. at home, taking , 
dictation from RCA Victor 
records compiled by steno- 
graphic experts. Listen, write. 
get more speed, more rhythm. 
more pay! If now in 60-70 
wpm class, send $5 for 1 LP 
334 or 2—78 rpm records that 
will raise you to 90) wpm... 
FAST! Check or m.o. For 
higher speeds, write for help- 


ful FREE literature. Act today! 
. _ * ‘ 
Dictation Dise. Ce. v.o. sex 6376. church Street. N.V.C. 
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for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
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60¢ at all stationers 


and typewriter dealers 





VICKI THEN TOLD us that this was the point in the 
evolution of a record when the record date is set up, 
She makes the contact with the artist—usually by 
phone—then it takes numerous follow-up letters and 
calls to arrange with agents and other principals for 
meetings, rehearsals, and possible revisions. 

Next comes the record date itself. 

“Sometimes a lot of peculiar things happen at the 
record date.” Vicki told us. “Not so long ago. we 
made the hit record ‘Heart of My Heart’ with the 
3-D’s ( Alan Dale. Johnny Desmond, and Don Cornell), 
The date was set for 10 p.m. on a Tuesday evening. 
Don Cornell flew in from a Detroit engagement and 
made the studio with about three minutes to spare. 
Johnny Desmond cut it even closer, coming in from a 
personal-appearance tour in Chicago. Then they, and 
about a dozen musicians and a score of technicians 
and executives, waited around for an hour before Alan 
Dale appeared. And do you know what his excuse was? 

“The subway from Brooklyn had been delayed!” 

Once they complete the master record, all that is 
left is to manufacture the discs that the public will 
buy and then to promote the new record. Vicki pointed 
out to us that. although this phase is somewhat rou- 
tine. it is a major task. 

The noise of the Coral offices doesn't bother Vicki 
Pinto, but she can remember one occasion when she 
was flustered. That was at the beginning. She came 
to Coral somewhat starry-eyed and with more than a 
mild teen-age crush on singer Don Cornell. It was 
her third day on the job, when who should walk in 
but—you guessed it—the glamour boy himself, 

“He spent almost the entire day in the office.” she 
recalls now. “Why. we even sent down for lunch and 
ate in. He was working with the musical director. on 
a new record date. That day I made more typing 
mistakes than I have in a vear since. | couldn’t wait 
to get home and call all my girl friends.” 

At the present stage of the game. Vicki is quite 
blasé about singers and celebrities. “Oh, I still like 
Don Cornell—and Alan Dale—as crooners, but | don't 
go all ‘fluttery’ now when they come into the office. 
I usually have too much work to do these days to think 
about such things.” 

But even though the volume of work is large. she 
considers it a very exciting job. Vicki insists that Dick 
Jacobs is very near the ideal boss. Maybe that is be- 
cause he will ask her opinion of a new record or at- 
rangement and act as though it meant something. 

“Very often he will interrupt my work and say, 
‘Listen to this tune. Then, after the record has been 
played, he will want to know what impression it made 
on me. I try to be honest in my criticism, and he 
appreciates this.” 

Just then Dick Jacobs entered the office, and we 
asked him what made Vicki a good secretary. Dick 
Jacobs replied, “Vicki came here quite skilled im 
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typing and shorthand. That was a solid point so far 
as | was concerned, but what impressed me most was 
her good business sense. This is a high-powered opera- 
tion, the recording business, and there just isn't time 
for learning basic office techniques on the job. Besides 
saving the right thing on the telephone, there is al- 
ways the same problem in the reception room. Many 
people come in without an appointment. I'd like to 
see them, but . . . well. you know’—Dick spread his 
hands wide—“there are only so many hours in the day. 
Vicki presents a smart appearance, and she has the 
knack of saying “No’ in a very nice way. These things 
are important to me.” 

Vicki may be typical of the average popular-record 
fan. Still in her teens, pretty—in an American-girl sort 
of way—and attractively but simply dressed, she is 
very popular with her fellow-workers. Her outside 
interests, characteristically, run to dates as the Num- 
ber One topic, with shows, movies. TV, and music 
running a close second, and fashion right in there 
neck and neck. 

What do you do in the evening after a work day? 

“Promise you won't laugh at me?” she responded 
when [ put this question to her. “The first thing I do 
is turn on the radio to a disc-jockey program. That's 
right; | spend a good deal of my spare time listening 
to records or playing my own record collection. 

“And, when I hear a Coral Record played, it’s just 
like a letter from home!” 


& Holidaze a 
BY HELEN WATERMAN 


—* KRIS has been so busy wrapping Christmas 
“"" presents that she has gotten everything mixed up. 
Can you help straighten out her Christmas plans? 
For example, if the clue were “the French have a word 
tor it,” and the jumbled letters were LONE, the answer 
would be NOEL. 


Popular with lovers — SLEMTTEOI 
ATNSA SALUC 
LUMP DIPDUNG 
RATS 

YUKRET 

LUYE GOL 
SINGKOCST 


The children’s friend 


Just dessert 


A guiding light 


Also a country 


Hot stuft 


These hang separately SINGKOCST — wiccccceceseeeeeees 
SO shines a good deed 

DANECL 
EFEERRDIN 
TIPANISTOE 
SAMTRSICH 


in a naughty world 


Special delivery 


Red and green beauty 


What we all must buy 


LEASS 
Songs of the season Re 0 ti«é‘( enn 
Gay with ornaments ee: $§§§ .__ pian 
It has its points [a  é# — — * diiiaee—iieiinatiaaiadaddaiel 


Where Christmas began GERMAN 


‘Jasurw ‘A[JOY 904) ‘s[OARD ‘s]was svUystIyy) ‘vQjesutod 
“va putal ‘a[Puro ‘sHULYOOYS ‘DOL 9A “AQYANY “1vys 
Sutppnd winjd ‘snr vyUrg ‘sos ‘SUaMSNY 
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Write care of Dept, A 
for your free copy of 
“All In A Secretary's 
Day" featuring the 
famous Sphinx babies! 


“Gee, Boss... For Me?” 


“Ever since I've been using 
nationally famous Sphinx 
Typewriter Papers, J.J. has 
been as sweet as sugar. It really 
pays to satisfy your boss and 
~ it’s so simple to do with fine 
quality, economical Sphinx 
Papers.” There's a Sphinx Paper 
for every office use! At leading 
stationers everywhere. 








SAXON PAPER CORPORATION 
WEST I8th STREET. + NEW YORK Il, N. Y 
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NU-VISE STEEL SIGNALS 
FOR “VERTICAL” SYSTEMS 
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ic when records, maps and charts 
NU-VIZ STEEL SIGNALS . 
Speak for Themselves 


FOR “VISIBLE” SYSTEMS 
yet ee Give voice to your reference files and 
a o.. ™ . ~ . 
i charts with Graffco signals and map- 
Jon", he} - s , « _ 
tacks. All that tiresome searching and 
wondering is eliminated. You're free 
for more important things. You know 
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CELLUGRAF TRANSPARENT 
SIGNALS FOR “VISIBLE” SYSTEMS 


> 


F x fie just when to remind, to act, to hold off. 
All the facts are at your fingertips. 
MAPTACKS You will find all the designs 


FOR MAPS AND CHARTS 


and colors you need for detailed 
classification of facts. 










Ask your office supply dealer or 


GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenve 
Cambridge 40, Massachusetts 
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